DOCUHEHT BESUHB 



ED 107 873 



95 



CB 003 978 



AUTHOB 
TITLE 

IHSTITOTIOH 



SPOHS AGENCY 

POB DATE 
NOTE 



AVAILABLE PBOR 



EDBS PBICE 
DESCBIPTORS 



Beed, Jack C. 

Identification of Tasks in Office Occ 

1973 Workshop. Pinal Beport. 

Iowa State Dept. of Public Instructio 

Div. of Career Education.; Oniversity 

lova. Cedar Falls. Dept. of Business 

Office Administration. 

Bureau of Adult, Vocational, and Teck 

(DHEH/OE) , Washington, D.C. 

Jun 73 

136p.; The complete final report is a 
microfiche through INFOHBS, Dept. of 
Instruction, Griaes State Office Buil 
Hoines, Iowa 50319 

State Director, Career Education Divi 
of Public Instruction, Grimes State 0 
Des Hoines, Iowa 50319 (no charge) 



upations: June 

n, Des Hoines. 

of Northern 
Education and 

nical Education 



vailable on 
Public 
ding, Des 

sion. Department 
ffice Building, 



HF-$0.76 HC-$6.97 PLUS POSTAGE 

Curriculum Development; '•'Job Analysis; Job Skills; 
♦Office Occupations; Besearch Projects; ♦Tables 
(Data) ; ♦Task Analysis; Task Performance 



ABSTEACT 

A shortened version of the final report of a 
Federally-funded developmental curriculum research project, the 
publication presents the findings of a workshop (University of 
Northern Iowa, 1973) for the purpose of identification of job tasks 
for entry-level office occupations from research-based materials. 
Studies by Lamb (Hary Lou}, Lanham (Frank N.) , and Perkins (Edvard 
A.) vere used by the workshop participants to identify job tasks for 
selected entry-level office occupations. Job performance tasks 
indicated in the research were the basis for the selection of the 
following job classifications: stenographer, secretary, receptionist, 
general office clerk, clerk typist, mail clerk, transcribing machine 
operator, office machine operator, and file clerk. Three sets of 
tables were prepared. Tables 1-9 list the percent of respondents 
performing tasks, arranged in descending order, for nine subject 
matter areas. Tables 9-18 list the percent of respondents performing 
tasKs, arranged in descending order, according to subject matter and 
the above listed job classifications; tables 19-27 provide additional 
coverage of subject matter area and job classifications ujing a 
matrix format. Since lower percents did not appear significant in 
curriculum development for office occupations, the percent of 
respordents performing tasks below 30% was eliminated. (Approximately 
120 pages consist of tables.) (Author /EA) 
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FOREWORD 



Office education curriculum frequently is based on units of instruc- 
tion determined in many cases by textbook authors or subjective judgments 
of instructors. The units of instruction may have little relationship to 
job tasks necessary for gainful employmeat in office occupations. There- 
fore, in order to develop relevant curriculiun and instructional materials 
for office occupations education, it is necessary to prepare a list of 
those job tasks which are required for specific office occupations. 

With job opportunities increasing in office occupations, secondary 
and postsecondary teachers are confronted with a challenge to meet the in- 
creased demand for qualified office employees by providing practical in- 
struction to develop specific competencies for gainful employment in of- 
fice occupations. 

A workshop for the purpose of identification of job tasks for entry- 
level office occupations from research-based materials was held on the 
University of Northern Iowa Campus, Cedar Falls, Iowa, June 4-8, 1973. 
The workshop was conducted by the Department of Business Education and 
Office Administration under a research grant from the Career Education 
Division, Iowa State Department of Public Instruction. 

The final report of the workshop is available in its entirety on 
microfiche through INFORMS, D^ipartment of Public Instruction, Grimes State 
Office Building, Des Moines, Iowa 50319. 

This publication is a shortened version of the final report. The 
tables have been revised no exclude tasks not performed by seventy percent 
of the respondents in each occupation. The lower percents do not appear 
to be crucial in the development of curriculum for the office occupations 
which were included in the project. 

Copies of this publication are available without charge from the 
State Director, Career Education Division, Department of Public Instruc- 
tion, Grimes State Office Building, Des Moines, lorva 50319. 
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PWDCEDURES 



Studies by Laffib^^ , Lanhasi^ , axKl Perkins^ were xxsed by the workshop 
participants to identify Job tasks for selected entrylevel office occupa- 
tions. The participants compiled a list of tasks from the three studies 
by combining like tasks and eliminating duplicates. 

The job performance tasks indicated in the research were the basis 
for the selection of the following job classifications: Stenographer, 
Secretary, Receptionist, General Office Clerk, Clerk Typist, Mail Clerk, 
Transcribing Machine Operator, Office Machine Operator, and File Clerk. 

The job classifications were matched to the job descriptions as listed 
in Clerical Careers (Iowa Job Guide) , Iowa Eiiq)loyment Security Cotaais- 
slon. 1973, and Standard Terminology for Curriculum and Instruction in 
Local and State School Systems , U. S. Department of Health, Education and 
Welfare, 1970. 

Since the three studies mentioned above reported results in different 
ways, the results which were given in percent of respondents were used as 
stated and the others were converted to percenta. Then, if resixlts from 
all three studies were included, the three percents were totaled and 
averaged. This average was then used in determining importance of job 
tasks according to respondents. 

Three sets of tables were prepared. Tables I through IX list the 
percent of respondents performing tasks, arranged in descending order for 
the following subject matter: typewriter, dictation and transcription, 
clerical duties, human relations, mailing, communications, office machines 
and equipment, records management, and computation and financial record- 
keeping. 



1 Mary Lou Lamb, "The Relevance of Instn.\ction Provided in the Second- 
ary School Stenographic Program to Job Requirements for Beginning Steno- 
graphic Positions" (unpublished doctoral dissertation, Indiana University, 
1970). 

2 Frank W. Lanham et al.. Development of Task Performance Statements 
for a New Office and Business Education Learnings System (NOBELS) (Colum- 
bus, Ohio: The Center for Vocational and Technical Education, September, 
1972). 

3 Edward A. Perkins and F. Ross Byrd, A Research Model for Identifi- 
cation of Task and Kno w ledge Clusters Associated with Performance of 
Major Types of Office Employees' Work (Pullman: Washington State Uni- 
versity, December, 1966)^ 
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Tables X through XVIII list the percent of respondents performing 
tasks, arranged in descending order accordlag to subject matter for the 
following selected office occupations: Stenographer, Secretary, Recep- 
tionist, General Office Clerk, Qerk Typist, Mail Clerk, Machine Tran- 
scriber, Office Machine Operator, and File Clerk, 

The materials which are indented, wf.thout indicating a percent of 
respondents, in Tables I through XVIII, are sub-tasks which were listed 
by the workshop participants. 

Tables XIX through XXVII list the percent of respondents performing 
tasks, arranged in de&cending order according to subject matter areas 
using a matrix format for the following selected office occupations: 
Stenographer, Secretary, Receptionist, General Office Clerk, Clerk Typist, 
Mail Clerk, Machine Transcriber, Office Machine Operator, and File Clerk. 
The percent of respondents performing tasks below 30 percent was eliial- 
nated in Tables XIX through XXVII, Subsequently, the percent of respon- 
dents performing tasks below 30 percent was eliminated from the remaining 
tables for this printed version of the final report, but all tables are 
available in the complete final report reproduced on microfiche. The 
lover percents do not appear to be crucial in the development of curric- 
ulum for the office occupations which were included in the project. 
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TABLE I 



TYPEWRITING TASKS 



Percent of 
respondents 
performing 
tasks 



Tasks 

(arranged in descending order) 



91 

87 
80 
78 
74 
74 
69 

69 
69 
68 

64 

62 
62 
61 
60 



Operate typewriter 

Use manual typewriter 
Use electric typewriter 
Use executive tjrpewriter 

Type addresses on envelopes and/or cards 

Type carbon copies 

Proofread typewritten copy 

Erase carbon copies 

Erase original copies 

Type and/or rule tabular material (tables, columns, rows of 
figures) 

Type labels 

T3rpe final copy from rough-draft copy 

Type cards (index cards, file cards, "address finder" cards, 
library index cards, etc.) 

Type copy from una'rranged copy 

Type copy from handwritten copy 

Type fill-ins on duplicated letters or bulletins (form letter etc.) 

Type manuscripts and/or reports (formal or informal) 

Type correspondent' memos, and other items from rough draft 

Compose copy at the typewriter 
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TABLE I (continued) 



Percent of 
respondents 
performing 
tasks 



Tasks 

(arranged in descending order) 



55 



Type letters 



Type letters from unar ranged copy 

Type on all kinds of letterheads and paper sizes 

Type two-page letters 

Type letters requiring display, technical or numerical data 
Type business letters in various styles 

Type business letters using different kinds of punctuation 
'^ype letter parts — attention line, subject line, closing 

lines, reference initials, carbon copy notations, mailing 

notations, postscript, enclosure 



4b Make corrections with correction tape (requires no erasing) 

47 Clean typewriter 
Change ribbon 

47 Type preprinted forms 

47 Type statistical material 

45 Type in outline form 

41 Type postal cards 

40 Type information on continuous roll tape 

34 Type minutes or reports of meetings 

i3 Type and correct spirxL nssters (e.g.. Ditto masters) 

33 Type legal papers and forms 

32 Take dictation at the typewriter (tjrpe dictation as employer 
dictates) 

32 Type on printed personnel forms 

31 Type anc correct stencils (Mimeograph process) 

30 Tjrpe on printed purchase tequisitions 



Type interoffice memorandums 
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iABLE II 
DICTATION AND TRANSCRIPTION 



Percent of 

respondents Tasks 

performing (arranged in descending order) 

tasks 



55 Take dictation in shorthand and transcribe letters and attach- 
ments 

54 Take dictation in shorthand and transcribe memor; and reports 

52 Take dictation in shorthand and transcribe rough drafts 

33 Transcribe machine-recorded dictation of letters and attachments 

32 Write shorthand (any system) 

32 Transcribe machine-recorded dictation for memos 

31 Transcribe machine-recorded dictation for rough drafts 

Transcribe machine-recorded dictation for manuscripts 

30 Transcribe machine-recorded dictation for reports 
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TABLE III 



CLERIC \L DUTIES 



Percent of 
respondents 
performing 
tasks 



Tasks 

(arranged in descending order) 



95 
86 
80 

79 

77 
76 
75 
74 
73 
72 
72 
66 
65 

64 
63 
62 
61 



Use telephone directory 

Use dictionary 

Look up names and addresses 

Make changes In names and addresses as they occur 

Arrange papers or articles on/or in your own and/or your super- 
visor's desk 

Straighten up office 

Dust office 

Look over notes and memos for the day 
Check on supplies (for re-ordering purposes) 
Make notes for the next day's work 
Assemble and staple duplicated material 
Change calendar daily 
Run errands 

Order supplies of various kinds for the office (from suppliers 
or central supply department) 

Use company manuals 

Send out notices of any tjrpe 

Use office manuals 

Compare copy (one copy with another copy) 
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TABLE III (conrinued) 



T. 



Tasks 

(arranged in descending order) 



5.f 



5»r 




Pr.-^tec: valuable and confidential material 

keer desks equipped with office supplies (sharpened pencils, ink 
ir. pens, etc.) 

ZzijnzLle periodic reports 

'J'Se r.. 5. Zip Code Directory 

C^t ir^fcrmstion from various departments needed for correspondence 
Cri^rcc dazes on rubber stamps or time stamp machine daily 

Select or order typewriting supplies nd equipment (ribbons, 

erfi^sers , etc.) 

Pre p^re re q uis i t i ons 
js^e Ci^ty Directory 

f'c.lec: cr order prcprr typewriting paper and carbon paper 
?i5 tribute supplies 
r.r^urt Items 

Ir.spect material recieved for completeness, damages, etc. 
: se rtner reference books or manuals- not listed here 

M2.t^e change 

:r:»:e£5 routine forms and requests 
life mars 

:«r£.tner csta to fill out questionnaires 
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TABLE III (continued) 



Percent of 

respondents Tasks 

performing (arranged in descending ordei) 

tasks 



40 Post notices — update bulletin board 

39 Check money orders, checks, etc., as to amounts, dates, signa- 
tures, etc. 

38 Take inventory 

37 Get quotations on supplies (from supplier) 

37 Use secretarial handbook 

37 Dust employer's desk and keep employer's desk neat 

35 Review tickler file 

35 Route shipments of materials (within office, between departments, 
etc.) 

35 Record daily attendance 

35 Update office manual or instruction book for employees 

34 Use technical manuals 

34 Order and distribute supplies 

31 Use U, S. Postal Manual (postage rates, types of mail) 

30 Arrange physical layout of office, pictures, furniture, draperies, 
etc. 
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TABLE IV 



HUMAN RELATIONS 



Percent of 
respondents 
performing 
tasks 



Tasks 

(arranged in descending order) 



88 
78 
72 
70 



67 

53 
bO 
48 

47 
44 

43 
40 



Plan work and decide on priority of work for one's splf 

Direct people to proper offices and act as a guide for visitors 

Hear and answer customer complaints 

Greet callers 
Shaw tact 
Show patience 

Treat all callers and fellow workers or supervisors with 

respect 
Exercise good judgment 
Be discrete about office matters 
ShcTV enthusiasm 
Be friendly 
Be sincere 

Make employer and client introductions 

Announce callers in the appropriate manner 

Remind employer of engagements, dates, things to do, etc. 

Coordinate with other personnel on various matters for employer 

Arrange reception room and serve coffee or refreshments to em- 
ployer, employees, and guests 

Collect money from office employees for various purposes 

Plan for and distribute work among other employees and follow 
up on unfinished work 

Screen visitors or people who want to see your employer 
Direct servicemen on service calls 
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TABLE IV (continued) 



Percent of 

respondents Tasks 

performing (arranged in descending order) 

tasks 



39 Receive callers 

Receive callers courteously and graciously 
Handle a long wait 

Keep a card file of callers to enable recognition 
Remember names and faces 
Tactfully interrupt 

31 Manage office and supervise other employees 

30 Notify and remind employees of immediately pending meeting 

30 Counteract false reports which spread in organizations 



Er|c 20 



Perce:^ : of 

respondents Zhs.Ls 

performing irTiCirct: C'ii5.:£Uidir.g crder) 

tasks 



86 Address, irli, ••z^ar: sziz letters and then stamp envelopes 

73 Open irrccm:.:: j juulZ 

SZ3xac i:rcmi.:.T.£ lUi-zJ: as tc d£te, time) 
leg m :nn.:.T.t na^tl iz repulEr book) 

72 Taki nail i: Titi.i^ r:»nn rr mail bcx 

70 Read izicm.i'.c 

MaK£ aci*:5 i:r Irr-DiLZJ^c miiil which superior should see 
A'lacit 7»cr:i:rtfir : :TrTi.spondence to incoming mail for 

3Uu r T - r r £-i r£:£.i his memc r}' 
lead.. iircizrliZz. arfC am:t£te the mail 

65 Scr:: na.:.! ::r 5 rsrt r»£.rsD-t and or in priority of order) 

64 Fjrvar*:: iia.ll 

35 ?r»t:ar'5 mi 7r:':i.5.« :i;.:£cir.£ mti^l 

Mar*/:.: itt-ic:. :r £r:.l:i£>f materials for outgoing mail 

r 3UC£ t : z^is i : : : . :*£ 

leizmjjiiz i;5.£ :: ?T»e:-.£J: m^^il services 

let£m^ f : :5i£.£ :f mE-il 

55 P^iic £ «r:c mail 

52 I'se sc'T'iia^ na.il 5i=m:'£f 

l^:£ijtirr*i, :'rr:-.: . azc special delivery 
5 1 c*. : : r r = s ..f : z n z m£.i-l 

?r':i;i£?.? :-trtl::c'i . ?:«t-:i£-l delivery, GOJ)., and registeied 
nail 

Ha*r« iia.i_ Tccistsrfc :r rertifiec 
lz^:ir'r nail 

"Ise frinx-ir-g ir r T»€irx£lrT mi^ll 

:f::a.i- na.ili-z m£:cri£-l frar pc^st rffice (certified and 
rr £15 : r re-: m£.il ftliuerf. r£te sheets, etc.) 
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TABLE V (continued) 



Percent of 
respondents 
performing 
tasks 



Tasks 

(arranged in descending order) 



48 
45 
40 

40 
38 

37 



Read outgoing mail to check up on information, etc* 
Sign boss's mail (his signature) 

Prepare daily bulk mailings (includes stuffing, sorting, 
bundling, and/or labeling outgoing bulk mail) 

Package items for mailing 

Wrap and tie packages 

Weigh items and calculate postal rates 

Purchase postage 

Purchase money orders 

Make up mailing list 

Revise mailing list 
Check mailing list 
Distribute mailing list 
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TABLE VI 
COMMl-NICATICN^'' 



Percent of 

respondents Tasks 

performing (arranged in descending order) 

tasks 



95 Use telephone directory" 

Use an alphabetic directory 
Use a classified directory 
Use '^Information" service 

92 Place outgoing telephone calls 

Place local telephone calls 
Place long-distance person-to-person calls 
Place long-distance station-to-station calls 
Become familiar with WATS service 

Follow up on written notices for Metings by telephone 
Process recu€sts by telephone 
Call delinquent customer 

Call doctors, hospitals, police, fire department, and 

insurance carrier in emergencies 
Determine telephone service to be used 
Use oroper procedure for direct-distance dialing 

87 Give inforniation in response to verbal inquiries 

86 Carry out written or oral orders of instructions or superiors 

84 Maintain proper records of telephone cot=iiiunicatio;i 
Maintain record of ' jng-distance calls 
Maintain record of ell : :r^g-distance outgoing calls 
Maintain record of important incoming calls 
Use proper procedures for handling telephone messages 
Place telephone memoranda, messages, etc, where employer 

will see them 
Take complete telephone message 

74 Compose all types o. written correspondence 
Answer requests cy typed letters 
Compose memos, responses, and TV commercials 
Send lecter/teletype to customer regarding merchandise 
shipment 
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TABLE VI (continued) 



Percent of 

resp ond^n 1 8 Tasks 

perfonring (arranged in descending order) 

tasks 



68 Give directions for work to be done by co-workers 

62 Make recommendations for improvements in office procedures, 
routines, etc. 

54 Instruct new employees (work procedures, job orientation, etc.) 

50 Compose business reports of any kind 

49 Compose written directions to co-workers 

45 Make engagements and appointments for employer 

Arrange schedules and patients' appointments 
Arrange doctor/patient conferences 
Reschedule appointments 

45 Send and receive telegrams and/or cablegrams 

43 Handle incoming telephone calls 

Keep record of local incoming calls 

Transfer telephou calls to another department 

Screen employer's calls 

Handle all telephone calls properly 

Learn the proper procedures for handling telephone calls 

Answer phone with proper Identification 

Answer phone promptly 

Develop an attractive telephone voice 

Develop an appealing attitude in your voice 

Terminate calls tactfully 
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TABLE VII 



OFFICE MACHIireS AND EQUIPMENT 



Percent of 
respondents 
performing 
tasks 



Tasks 

(arranged In descending order) 



96 
70 
62 



61 
50 



39 
31 



Operate typewriter (manual and electric) 

Operate 10~key adding machine 

Operate small manual office equipment 

(scissors, paper punch, paper cutter, scotch tape dispen- 
ser, copy holder, postal scale, embossing machine, 
staple remover, staple gm, jogger, lettering guides, 
razor blades, rulers, compass, protractor, sty 11, shad- 
ing plates, date and/or time stamp, rubber stamps, stamp 
pad, coffee pot, time clock, desks, tables and chairs, 
file cabinets) 

Operate calculators 

Change ribbon and tape 

Develop efficient production speed and accuracy 

Operate copying machines 

Prepare copy correctly 

Make a special master on a dry copy machine 
Make transparencies on a dry copy machine 
Kske copies on a vet copy machine 
Make offset masters on a vet copy machine 
Use an electronic stencil cutter 

Operate rotary calculator 

Clean and maintain office equipment other than typevrlter 
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TABLE VIII 
RECORDS MANAGEMENT 



Percent of 

respondents Tasks 

performing (arranged In descending order) 

tasks 



90 Locate, remove, and check out materials from files 

84 Sort materials for filing 

Prepare materials for filing 

77 Make folders and folder labels for files 

75 Sesrch for lost materials 

74 Transfer records to inactive files 

71 File materials by name of person falphabeticai) 

68 Revise files 

65 File materials by subject 

64 File materials by number 

61 Handle classified or confidential files 

61 Keep card indexes 

57 Dispose of records 

53 File materials by chronological order 

53 Control and manage filing system 

53 Select and/or order filing equipment and supplies 

50 Handle cross references 

49 Keep tickler or follow-up files 

47 File materials by geographical location 

43 Follow up released material 

34 Assign file numbers 



30 Install filing system 
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TABLE IX 



COMPUTATION AND FINANCIAL RECORDKEEPING 



Percent of 
respondents 
performing 
tasks 



Tasks 

(arranged in descending order) 



95 
93 
89 
87 

:/ 

68 
57 
53 
46 
45 
44 
42 
41 
40 
37 
36 
34 
31 



Use addition 
Use subtraction 
Use multiplication 
Use division 
Use decimals 
Use fractions 

Convert decimals to fractions 

Convert fractions to decimals 

Compute percentage problems 

Keep books and/or ledgers for any purpose 

Make journal entries (any type of journal) 

Check bills and/or invoices (verify extensions, etc.) 

Write receipts 

Keep :urrent files of invoices and purchase orders 
Compute sales taxes 

Deposit checks and /or cash in bank or cashier's office 
Write checks 
Cash checks 



ERIC 
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TABLE X 



TASKS PERFORMED BY STENOGRAPHERS 
ARRANGED IN CLUSTERS 



Percent of 
respondents 
performing 
tasks 



Task Clusters 
(arranged in descending order) 



Typewriting 



91 

87 
80 
78 
74 
74 
69 

69 
69 
68 

64 

62 
62 



Operate typewriter 

Use manual typewriter 
Use electric typewriter 
Use executive typcv/riter 

Type addresses on envelopes and/or cards 

Type carbon copies 

Proofread typewritten copy 

Erase carbon copies 

Erase original copies 

Type and/or rule tabular material (tables, columns, rows of 
figures) 

Type labels individually 

Type final copy from rough-draft copy 

Type cards (index cards, file cards, "address finder" cards, 
library index cards, etc.) 

Type copy from unarragned copy 

Type copy from handwritten copy 

Type fill-ins on duplicated letters or bulletins (form letter, etc.) 

Type manuscripts and /or reports (formal or informal) 
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TABLE X (continued) 



Percent of 
respondents 
performing 
tasks 



Task Clusters 
(arranged in descending order) 



(Stenographer) 



Typewriting 
(CoPtinued) 



61 

60 
55 



48 

47 

47 
47 
45 
41 
40 

34 



Type correspondence, memos, and other items from form and rough 
draft required by employer 

Compose copy at the typewriter 

Type letters 

Type letters from unarranged copy 

Type on all kinds of letterheads and paper sizes 

Type two-page letters 

Type letters requiring display, technical or nxmerical data 
Type business letters in various styles 

Type business letters using different kinds of punctuation 
Type letter parts — attention line, subject line, closing 

line, reference initials, carbon copy notations, mailing 

notations, P.S., Enclosure 

Make corrections with correction tape (requires no erasing) 
Realign copy that has been removed from machine 

Clean typewriter 
Change ribbon 

Type preprinted forms 

Type statistical material 

Type in outline form 

Type postal cards 

Type information on continuous roll tape (gummed back or self- 
sealing back) 

Type minutes or reports of meetings 



ERLC 
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TABLE X (continued) 



Percent of 
respondents 
performing 
tasks 



Task Clusters 
(arranged in descending order) 



(Stenographer) 



Typewriting 
(Continued) 



33 Type and correct spirit masters (e.g., Ditto masters) 

33 Type legal papers and forms 

32 Take dictation at the typewriter (type dictation as employer 
dictates) 

32 Type on printed personnel forms 

31 Type and correct stencils (Mimeograph process) 

30 Type on printed purchase requisitions 



55 Take dictation in shorthand and transcribe letters and attachmea 

54 Take dictation in shorthand and transcribe memos and reports 

52 Take dictation in shorthand and transcribe rough drafts 

33 Transcribe machine-recorded dictaftion of letters and attachmenrs 

32 Write shorthand (any system) 

32 Transcribe machine-recorded dictation for memos 

31 Transcribe machine-recorded dictation for rough drafts 

Transcribe machine-recorded dictation for manuscripts 

30 Transcribe machine-recorded dictation for reports 



Dictation and Transcription 



30 
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TABLE X (continued) 



rfcftponoerts Task Clusters (Stenographer) 

r.£r:rnLi.r*£ (arranged in descending order) 



Clerical Duties 

f5 Tse telephone directory 

js-e dictionary 

Sr Look up names and addresses 

Make changes in names and addresses as they occur 

ii^rrange papers or articles on/ or in your own and /or your 
supervisor's desk 

Straighten up office 
"r Dust office 

Idol over notes and memos for the day 

Cneck on supplies (for re-ordering purposes) 

M£.Ke note? for the next day's work 

Assemble and staple duplicated material 
t't Rur errands 

r: :raer supplies of various kinds for the office (from suppliers 



ERLC 



central 



supply office) 



1 S£ company manuals 

>enc out notices of any type 

1 se c f f ice manuals 

;.onir£r£ copy (one copy with another copy) 



31 
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TABLE X (continued) 




Percent of 

respondents Task Clusters (Stenographer) 

performing (arranged in descending order) 

tasks 






Clerical Duties 
(Continued) 




60 


Protect valuable and confidential material 




58 


Keep desks equipped with office supplies (sharpened pencils, 
ink in pens, etc. ) 




56 


Conq)ile periodic reports 




56 


Use U, S, Zip Code Directory 




55 


Get information from various departments needed for correspondence 




55 


Change dates on rubber stamps or time stamp machine daily 




54 


Select or order typewriting supplies and equipment (ribbons, 
erasers, etc.) 




52 


Prepare requisitions 




e 1 
jl 


Use City Directory 




50 


Select or order proper typewriting paper and carbon paper 




50 


Distribute supplies 




49 


Count items 




49 


Inspect material received for completeness, damages, etc. 




47 


Use other reference books or manuals not listed here 




44 


Make change 




43 


Process routine forms and requests 


o 
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TABLE X (continued) 



Percent of 
respondents 
pertorming 
tasks 



Task Clusters 
(arranged in descending order) 



(Stenographer) 



Clerical Duties 
(Continued) 



42 
41 
40 
39 

38 
37 
37 
37 
35 

35 
35 
35 
34 
34 
31 
30 



Use maps 

Gather data to fill out questionnaires 
Post notices — update bulletin board 

Check money orders, checks, etc., as to amounts, dates, signa- 
tures, etc. 

Take inventory 

Get quotations on supplies (from supplier) 
Use secretarial handbook 

Dust employer's desk and keep employer's desk neat 

Route shipments of materials (within office, between departments, 
etc.) 

Review tickler file 
Record daily attendance 

Update office manual or instruction book for employers 

Use technical manuals 

Order and distribute supplies 

Use U. S. Postal Manual (postage rates, types of mail) 

Arrange physical layout of office, pictures, furniture, 
draperies, etc. 
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TABLE X (continued) 



Percent of 

respondents Task Clusters (Stenographer) 

performing (arranged in descending order) 

tasks 



Human Relations 

88 Plan work and decide on priority of work for one's self 

50 Coordinate with other personnel on various matters for employer 

47 Collect money from office employees for various purposes 

43 Screen visitors or people who want to see your employer 

40 Direct servicemen on service calls 

30 Notify and remind employees of immediately pending meeting 

30 Counteract false reports which spread in organizations 

Mailing 

86 Address, fold, insert, and seal letters and then stamp envelopes 

73 Open incoming mail 

Stamp incoming mail (as to date, time) 
Log incoming mail (in regular book) 

72 Take mail to mail room or mail box 

70 Read incoming mail 

Make notes on incoming mail which superior should see 
Attach pertinent correspondence to incoming mail for 

superior to refresh his memory 
Read, underline, and annotate the mail 

65 Sort mail (for different persons and/or in priority order) 

64 Forward mail 
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z^szcndezzs Ti^s-k .'lusters (Sterogr^hei ) 

perfmtL-zg i-rz'tZiieiz i.r descending order) 

tasks 



":^iirx. iit.i:.:.. :r enrilose materials for outgoing mail 

ZiiLi Till/- 1 :: T^ns: rffice 

ret = nLirjic u^t- :f special mail serv^ices 

51 "fz.= r7»ii:-:xl mi^;! se-nicet. iiegistered , certified, aad special 
i : : r r* ci.? : er 

7 rr«:.£;5:5 :£.rM.:i£c. ??eci.al delivery, COD, and registered mail 

75-5 : r ir:.t:i.r:£ arc psr^alr}' mail 

HiLiJl-i-iiC m£t.£ri.al froir post office (certified and 
r=£--5:£rr*z mail f Meters, ^e sheets, etc.) 

-to ]Uic :c:£:,::-t:£ m£,i-l :r cne^cK oc information, etc. 

*Z Jr=7.irr Ci^> r-^-li mai.l::.n£:5 .includes stuffing, sorting, bundling, 
ma ;r la:»=-li^£ :>^:£':i-t:g mail^ 
*i::t.£.?i 1 trims ::r mai.li.ng 

V<£iii itrinii :alrulc.ts rostal rates 

r; tii-5i£ nai'c"» .rrier? 
i * '**iiCs til£,:..1 ..r^g 1 1 1 : 

T-, 5.£ luai 1-1 t:C 1 15 : 

;':t£':.t TU.ilit,g lis: 
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TABLE X (continued) 



Percent of 
respondents 
performing 
tasks 



Task Clusters 
(arranged in descending order) 



(Stenographer) 



Communicat ions 



95 
92 



87 
86 
84 



Use telephone directory 

Use an alphabetic directory 
Use a classified directory 
Use "Information" service 

Place outgoing telephone calls 
Place local telephone calls 
Place long-distance person-to-person calls 
Place long-distance station-to-station calls 
Become familiar with WATS service 

Follow up on written notices for meetings by telephone 
Process requests by telephone 
Call delinquent customer 

Call doctors, hospitals, police, fire department, and 

insurance carrier in emergencies 
Determine telephone service to be used 
Use proper procedure for direct-distance dialing 

Give information in response to verbal inquiries 

Carry out written or oral orders of instructions of superiors 

Maintain proper records of telephone communication 
Maintain record of long distance calls 
Maintain record of all long-distance outgoing calls 
Maintain record of important incoming calls 
Use proper procedures for handling telephone messages 
Place telephone memoranda, messages, etc., where employer 

will see them 
Take complete telephone message 

Compose all types of written correspondence 
Answer requests by typed letters 
Compose memos, responses, and TV coimnercials 
Send letter/teletype to customer regarding merchandise ship- 



nent 
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TABLE X (continued) 



ERIC 



Percent of 

respondents Task Clusters (Stenographer) 

ptrforming (arranged in descending order) 

tasks 



62 



Communications 
(Continued) 



68 Give directions for work to be done by co-workers 



Make reconnnendations for inproveiaents in office procedures, 
routines, etc. 



54 Instinict new employees (work procedures, job orientation, etc.) 

50 Compose business reports of any kind 

49 Compose written directions to co-workers 

45 Make engagements and appointments for employer 

Arrange schedules and patients* appointments 
Arrange doctor /patient conferences 
P.eschedule appointments 

45 Send and receive telegrams and/or cablegrams 

43 Handle incoming telephone calls 

Keep record of local incoming calls 

Transfer telephone calls to another department 

Screen employer's calls 

Handle all telephone calls properly 

Learn the proper procedures for handling telephone calls 

Answer phone with proper identification 

Answer phone promptly 

Develop an attractive telephone voice 

Develop an appealing attitude in your voice 

Terminate calls tactfully 

Office Machines and Equipment 

96 Operate typewriter (manual & electric) 
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TABLE X (continued) 



Percent of 

respondents Task Clusters (Stenographer) 

performing (arranged in descending order) 

tasks 



Office Machines and Equipment 
(Continued) 



70 Operate 10-key adding machine 

62 Operate small manual office equipment 

(scissors, paper punch, paper cutter, scotch tape dispenser, 
copy holder, postal scale, embossing machine, staple remover, 
staple gun. Jogger, lettering guides, razor blades, rulers, 
compass, protractor, styli, shading plates, date and/or time 
stamp, rubber stamps, stan^ pad, coffae pot, time clock, 
desks, tables and chairs, file cabinets) 

61 Operate calculators 

Change ribbon and tape 

Develop efficient production speed and accuracv 

50 Operate copying machines 

Prepare copy correctly 

Make a special master on a dry copy machine 
Make transparencies on a dry copy machine 
Make copies on a wet copy machine 
Make offset masters on a vet copy machine 
Use an electronic stencil cutter 

39 Operate rotary calculator 



Records Management 

90 Locate, romove, and check out materials from files 

84 Sort materials for filing 

Prepare materials for filing 

77 Make folders and folder labels for files 
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TABLE X (continued) 



Percent of 
respondents 
performing 
tasks 



Task Clusters 
(arranged in descending order) 



(Stenographer) 



Records Management 
(Continued) 



75 

7A 

71 

68 

65 

64 

61 

61 

57 

53 

53 

53 

50 

49 

47 

43 

34 

30 



Search for lost materials 

Transfer records to inactive files 

File materials by name of person (alphabetical) 

Revise files 

File materials by subject 

File materials by number 

Handle classified or confidential files 

Keep card indexes 

Dispose of records 

File materials by chronological order 

Control ana manage filing system 

Select and/or order filing equipment and supplies 

Handle cross references 

Keep tickler or follow-up files 

File materials by geographical location 

Follow up released material 

Assign file numbers 

Install filing system 
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TABLE X (continued) 



Percent of 
respondents 
performing 
tasks 



Task Clusters 
(arranged in descending order) 



(Stenographer) 



Computation and Financial Recordkeeping^ 



95 
93 
09 
87 
77 
68 
57 
53 
46 
45 
44 
42 
41 
40 
37 
36 
34 
31 



Use addition 
Use subtraction 
Use multiplication 
Use division 
Use decimals 
Use fractions 

Convert decimals to fractions 

Convert fractions to decimals 

Compute percentage problems 

Keep books and/or ledgers for any purpose 

Make journal entries (any type of journal) 

Check bills and/or invoices (verify extensions, etc,) 

Write receipts 

Keep current files of invoices and purchase orders 
Compute sales taxes 

Deposit checks and/or cash in bank or cashier's office 
Write checks 
Cash checks 
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TABLE XI 



TASKS PERFORMED BY SECRETARIES 
ARRANGED IN CLUSTERS 



78 
72 
70 



67 

53 
48 

44 



The following is a list of tasks performed by Secretaries in addi- 
tion to those listed for Stenographers in Table X. 



Direct people to proper offices and act as a guide for visitors 

Hear and arwer customer complaints 

Greet callers 
Show tact 
Show patience 

Tx:eat all callers and fellow workers or supervisors with 

respect 
Excercise good judgment 
Be discrete about office matters 
Show enthusiasm 
Be friendly 
Be sincere 

Make employer and client introductions 

Announce callers in the appropriate manner 

Remind employer of engagements, dates, things to do, etc. 

Arrange reception room and serve coffee or refreshments to 
employer, employees, and guests 

Plan for and distribute work among other employees and follow 
up on unfinished work 



Percent of 
respondents 
performing 
tasks 



Task Clusters 
(arranged in descending order) 



Human Relations 
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TABLE XI (continued) 



Percent of 

respondents Task Clusters 

performing (arranged in descending order) 

tasks 



^^9 Receive callers 

Receive callers courteously and graciously 
Handle a long wait 

Keep a card file of callers to enable recognition 
Remember names and faces 
Tactfully interrupt 

31 Manage office and supervise other employees 



Communications 



None 
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TABLE XII 



TASKS PERFORMED BY RECEPTIONISTS 
ARRANGED IN CLUSTERS 



Percent of 
respondents 
performing 
tasks 



Task Clusters 
(arranged in descending order) 



Typewriting 



80 Type carbon copies 

69 Type and/or rule tabular material (tables^ columns, rows of 
figures) 

64 Type copy from unarranged copy 

Type copy from handwritten copy 

60 Compose copy at the typewriter 

55 Type letters 



Type letters from unarranged copy 

Type on all kinds of letterheads and paper sizes 

Type two-page letters 

Type letters requiring display, technical or numerical 
data 

Type business letters in various styles 

Type business letters using different kinds of punctuation 
Type letter parts — attention line, subject line, closing 
lines, reference initials, carbon copy notations, mail- 
ing notations, P.S., Enclosure 



33 Transcribe machine-recorded dictation of letters and attachments 
32 Transcribe machine-recorded dictation for memos 



47 



Type 



statistical material 



Di ctation and Transcription 







34 






TABLE XII (continued) 




Percent of 

respondents Task Clusters 

performing (arranged in descending order) (Receptionist' 
tasks 




31 


Transcribe machine-recorded dictation for rough drafts 

Transcribe machine-recorded dictation for manuscripts 




30 


Transcribe machine-recorded dictation for reports 

Clerical Duties 




95 


Use telephone directory 




86 


Use dictionary 




80 


Look up names and addresses 

Make changes in names and addresses as they occur 




75 


Look over notes and memos for the day 




73 


Make notes for the next day's work 




72 


Assemble and staple duplicated material 




66 


Run errands 




64 


Use company manuals 




63 


Send out notices of any type 




62 


Use office manuals 




56 


Compile periodic reports 




56 


Use U,S, Zip Code Directory 




55 


Get information from various departments needed for corr :spcnien:e 




55 


Change dates on rubber stamps or time stamp machine daily 
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TABLE XII (continuad) 



rs-spondents Task Clusters (Receptionist) 

ptrfrnt^iig (arranged in descending order) 



Clerical Duties 
(Continued) 

5 I jse City Directory 
Court items 

^* Use other reference books or manuals not listed here 
Process routine forms and requests 
Use maps 

Gflther data to fill out questionnaires 

Post notices — update bulletin board 
J* jse secretarial handbook 
J.5 Review tickler file 
15 Record daily attendance 

3.5 ?pd£te office manual or instruction book for employees 
r-*^ Jf^e technical manuals 

Use 1\£. Postal Manual (postage rates, types of mail) 

Human Relations 

f'f riar. vcrk and decide on priority of work for one's self 

^5 ?ir€ct people to proper offices and act as a guide for visitors 
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TABLE XII (continued) 



Percent of 
respondents 
performing 
tasks 



Task Clusters 
(arranged in descending order) 



(Receptionist) 



Human Relations 
(Continued) 



72 
70 



67 

53 
50 
48 

47 
43 
40 
39 



Hear and answer customer complaints 

Greet callers 
Show tact 
Show patience 

Treat all callers and fellow workers or supervisors with 

respect 
Excercise good judgment 
Be discrete about office matters 
Show enthusiasm 
Be friendly 
Be sincere 

Make employer and client introductions 

Announce calle^^s in the appropriate :nanner 

Remind employer of engagements » dates ^ things to do» etc, 

I'oordinate with other personnel on various matters for employer 

Arrange reception room and serve coffee or refreshments to 
employer, employees, and guests 

Collect money from office employees for various purposes 

Screen visitors or people who want to see your employer 

Direct servicemen on* service calls 

Receive callers 

Receive callers courteously and graciously 
Handle a long wait 

Keep a card file of callers to enable recognition 
Remember names and faces 
Tactfully interrupt 
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TABLE XII (continued) 



Percent of 
respondents 
performing 
tasks 



Task Clusters 
(arranged in descending order) 



(Receptionist) 



Human Relations 
(Continued) 



30 
30 

86 
73 

72 
70 

65 
64 
55 



Notify and remind employees of immediately pending meeting 
Counteract false reports which spread in organizations 



Address, fold, insert, and seal letters and then stamp envelopes 

Open incoming mail 

Stamp incoming mail (as to date, time) 
Log incoming mail (in regular book) 

Take mail to mail room or mail box 

Read incoming mail 

Make notes on incoming mail which superior should see 
Attac!;^ pertinent correspondence to incoming mail for 

superior to refresh his memory 
Read, underline, and annotate the mail 

Sort mail (for different persons and/or in priority order) 

Forward mail 

Prepare and process outgoing mail 

Mark, attach, or enclose materials for outgoing mail 

Take mail to post office 

Determine use of special mail services 

Determine classes of mail 




47 
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TABLE XII (continued) 



Percent of 

respondents Task Clusters (Receptionist) 

performing (arranged in descending order) 

tasks 



Nailing 
(Continued) 



52 Use special mail services. Registered, certified, and special 
delivery. 

Sign for registered mail 

Process certified, special delivery, COD, and registered 
mail 

Have mail registered or certified 
Insure mail 

Use franking and penalty mail 

Obtain mailing materials from post office (certified and 
registered mail stickers, rate sheets, etc,) 

45 Sign boss's mail (his signature) 

40 Prepare bulk mailings (includes stuffing, sorting, bundling, 
and/or labeling outgoing bulk items) 
Package items for mailing 
Wrap and tie packages 

40 Weigh items and calculate postal rates 

38 Purchase postage 

Purchase money orders 

37 Make up mailing list 

Revise mailing list 
Check mailing list 
Distribute mailing list 



Communications 



95 Use telephone directory 

Use an alphabetic directory 
Use a classified directory 
Use "Information" service 
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? > J.LI YZ I or. t i.r. ae c 



respcnisi::* Ti^K ll^sters (Receptionist) 

perfrm:-::^ i.rT£ir.r5-t oe^s-c eroding order) 



roinmur.:>^£t ions 
r.Dzt^.uec) 



^jizz ri::rc r: ^^.roit^ng calls 



another department 



T.sr :.1= £.11 tt *?r rio-£ c£.lls properly 

rroT»er *rocerures for handling telephone calls 
nz w-it.r r roper identification 
rrotK't.l'^' 

Z^z'r'z^:^z iji ittrcrt-ve ttler>hone voice 



- 07 



£.rr«£.£-l art. rude in vour voice 



hi: 



c teleprionc c^lls 

= loi r-:--5 i£nre r»erso::-to-person calls 

£ lo: r~c-5 st£Mon-to-station calls 



.c vTlttsn r^: tires for meetings by telephone 
:';^^'£ f : s telephone 
jizii t t oms rs 

r:?: 1 tc.ls . prlioe, fire department, and 
: r : c-rr ir. emtrcenoies 
tt^cT'T'Ore ser^nce to be used 
• :r::r'i^rc ::r direct-distance dialing 



-n::m.£:ioc ir re?pon^£ :r verbal inquiries 

:r :r^l Troers cf instiictions of supervisors 
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tiLz r :£ : :r:.? : tcleprjone communication 

*^^Lt:.iLr r£::r- lonc-ci? tar.ce calls 
**iil.zz.i'^ Tz:::7i :: £-11 long-distance outgoing calls 

•-.!:.£ lj: T'ziiri :: unprrtar.t incoming calls 
.'fr r i r: zzz^res frr nar:dling telephone messages 

trlrT'r.ort memrrar.:.*, messages, etc, , where employer 
¥ - 1 - :.:'£in 
Tui^ :om:l£:£ :£i£7>r<orj£ message 
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TABLE XII (continued) 



Percent of 

respondents Task Clusters (Receptionist) 

performing (arranged in descending order) 

tasks 



Commun i c a t i on s 
(Continued) 

68 Give directions for work to be done by co-workers 

62 Make recoinmendations for improvements in office procedures, 
routines, etc. 

54 Instruct new employees (work procedures, job orientation, etc.) 

50 Compose business reports of any kind 

49 Compose written directions to co-workers 

45 Make engagements and appointments for employer 

Arrange schedules and patients' appointments 
Arrange doctor/patient conferences 
Reschedule appointments 

45 Send and receive telegrams and/or cablegrams 

Office Machines and Equipment 

96 Operate typewriter (manual and electric) 

70 Operate 10-key adding machine 

62 Operate small manual office equipment 

(scissors, paper punch, paper cutter, scotch tape dispen- 
ser, copy holder, postal scale, embossing machine, 
staple remover, staple gun, jogger, lettering guides, 
razor blades, rulers, compass, protractor, styli, shad- 
ing plates, date and /or time statR;', rubber stamps « 
stamp pad, coffee pot, time cloc'<, desks, tables and 
chairs, file cabinets) 
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Percent of 

respondents Task Clusters (Receptionist) 

performing (arrarged in descending order) 



tasks 



Office Machines and Equipment 
(Continued) 



61 Operate calculators 

Change ribbon and tape 

Develop efficient production speed and accuracy 

50 Operate copying niachines 

Prepare copy correctly 

Make a special master on a dry copy machine 
Make transparencies on a dry copy machine 
Make copies on a vet copy machine 
Make offset riasters on a vet copy machine 
Use an electronic stencil cutter 

39 Operate rotar>- calculator 

Records Management 

90 Locate, remove, and check out materials from files 

84 Sort materials for filing 

Prepare aiaterials frr filing 

77 Make folders and folder labels for files 

75 Search for lest materials 

71 File materials by name of person (alphabetical) 

68 Revise files 

65 File materials by subject 



SI 
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TABLE XII (continued) 



ERIC 



Percent of 

respondents Task Clusters (Receptionist) 

performing (arranged in descending order) 

tasks 



Records Management 
(Continued) 



64 File materials by number 

61 Keep card indexes 

57 Dispose of records 

53 File materials by chronological order 

50 Handle cross references 

49 Keep tickler or follow-up files 

47 File materials by geographical location 

43 Follow up released material 

34 Assign file numbers 



Compuation and Financial Recordkeeping^ 



95 Use addition 

93 Use subtraction 

89 Use multiplication 

87 Use division 

77 Use decimals 

68 Use fractions 
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TABLE XII (continued) 



Percent of 

respondnets Task Clusters (Receptionist) 

performing (arranged in descending order) 

tasks 



Computation and Financial Recordkeeping 
(Continued) 

57 Convert decimals to fractions 

53 Convert fractions to decimals 

46 Compute percentage problems 

45 Keep books and/or ledgers for any purpose 

44 Make journal entries (any type of journal) 

42 Check bills and/or invoices (verify extensions » etc.) 

41 Write receipts 

37 Compute sales taxes 

36 Deposit ctu^^'ks and/or cash in bank or cashier's office 

34 Write checks 

31 Cash checks 
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TABLE XIII 

TASKS PERFORMED BY GENERAL OFFICE aERKS 
ARRANGED IN CLUSTERS 



Percent of 

respondents Task Clusters 

performing (arranged in descending order) 

tasks 



Typewriting 

91 Operate typewriter 

Use manual typewriter 
Use electric typewriter 
Use executive typewriter 

87 Type addresses on envelopes and /or cards 

80 Type carbon copies 

78 Proofread typewritten copy 

74 Erase carbon copies 

74 Erase original copies 

69 Type and/or rule tabular material (tables, columns, rows of 
figures) 

69 Type labels individually 

69 Type final copy from rough-draft copy 

68 Type cards (index cards, file cards, "address finder" cards, 
library index cards, etc.) 

64 Type copy from unar ranged copy 

Type copy from handwritten copy 

62 Type fill-ins on duplicated letters or bulletins (form letter, 
etc.) 

62 Type manuscripts and /or reports (formal or informal ) 
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TABLE XIII (continued) 



Percent of 

respondents Task Clust er s (General Of f Ice Clerks ) 

performing (arranged in descending order) 

tasks 



Typewriting 
(Continued) 



61 Type correspondence, memos, and other items from form and rough 
draft required by employer 

60 Compose copy at the typewriter 

55 Type letters 

Type letters from unarranged copy 

Type on all kinds of letterheads and paper sizes 

Type two-page letters 

Type letters requiring display, technical or numerical data 
Type business letters in various styles 

Type business letters using different kinds of punctuation 
Type letter parts — attention line, subject line, closing 

lines, reference initials, carbon copy notations, mailing 

notations, P.S., Enclosure 



48 Make corrections with correction tape (requires no erasing) 
Realign copy that has been removed from machine 

47 Clean typewriter 
Change ribbon 

47 Type preprinted forms 

47 Type statistical material 

45 Type in outline form 

41 Type postal cards 

40 Type information on continuous roll tape (gummed back or self- 
sealing back) 

34 Type minutes or reports of meetings 



46 



TABLE XIII (continued) 



Percent of 

respondents Task Clusters (General Office Clerks) 

performing (arranged in descending order) 

tasks 



Typewriting 
(Continued) 

33 Type and correct spirit masters (e.g., Ditto masters) 
33 Type legal papers and forms 

32 Type on printed personnel forms 

31 Type and correct stencils (Mimeograph process) 

30 Type on printed purchase requisitions 

Dictation and Transcription 

55 Take dictation in shorthand and transcribe letters and attach- 
ments 

54 Take dictation in shorthand and transcribe memos and reports 

52 Take dictation in shorthand and transcribe rough drafts 

33 Transcribe machine-recorded dictation of letters and attachments 

32 Write shorthand (any system) 

32 Transcribe machine-recorded dictation for memos 

31 Transcribe machine-recorded dictation for rough drafts 

Transcribe machine-recorded dictation for manuscripts 

30 Transcribe machine-recorded dictation for reports 



ERLC 



47 



TABLE XIII (continued) 



Percent of 

respondents Task Clusters (General Office Clerk) 

performing (arranged in descending order) 

tasks 



Clerical Duties 

95 Use telephone directory 

86 Use dictionary 

80 Look up names and addresses 

Make changes In names and addresses as they occur 

79 Arrange papers or articles on/or in your own and/ or your super- 
visor's desk 

77 Straighten up office 

76 Dust office 

75 Look over notes and memos for the day 

74 Check on supplies (for re-ordering purposes) 

73 Make notes for the next day's work 

72 Assemble and staple duplicated material 

72 Change calendar daily 

66 Run errands 

65 Order supplies of various kinds for the office (from suppliers 
or central supply department) 

64 Use company manuals 

63 Send out notices of any type 

62 Use office manuals 

61 Compare copy (one copy with another copy) 
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TABLE XIII (continued) 



Percent of 
respondents 
performing 
tasks 



Task Clusters ( 
(arranged in descending order) 



(General Office ::rr< 



Clerical Duties 
(Continued) 



60 
58 

56 
56 
55 

55 
54 

52 
51 
50 
50 
49 
49 
47 
44 
43 



Protect valuable and confidential material 

Keep desks equipped with office supplies (sharpened pencil:?, 
ink in pens, etc.) 

Compile periodic reports 

Use U. S. Zip Code Directory 

Get information from various departments needed for ccrresccn- 



Change dates on rubber stamps or time stamp machine daily 

Select pr order typewriting supplies anJ equipment (ribbons, 
erasers, etc • ) 

Prepare requisitions 

Use City Directory 

Select or order proper typewriting paper and carbon paper 
Distribute supplies 
Count items 

Inspect material received for completeness, damages, e:c. 
Use other reference books or msiuals not listed hare 
Make change 

Process routine forms and requests 
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TABLE XIII (continued) 



rs sr» oncer, ts 



Task Clusters ( 
(arranged in descending order) 



(General Office Clerk) 



Clerical Duties 
(Continued) 




. se maps 

TTatner data to fill out questionnaires 
?r5t notices — update bulletin board 

Cneok money orders, checks, etc., as to amounts, dates, signa- 
tures, etc. 

Za^ie invent or\' 

Set quotations on supplies (from supplier) 
Vse secretarial handbook 

Just employer's desk and keep employer's desk neat 

Route shipnjents of materials (within office, between departments, 



Review tickler file 
Fveccrc dally attendance 

Vpcate office manual or instruction book for employees 

Vse technical manuals 

?rder and distrilmte supplies 

:'st 5* Postal Manual (postage rates, types of mail) 

Arrange physical layout of office, pictures, furniture, draperies. 
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TABLE XIII (continued) 



Percent of 
respondents 
performing 
tasks 



Task Clusters ( 
(arranged in descending order) 



(General Office Clerk) 



Human Relations 



88 
78 
72 
70 



67 

53 
50 
48 

47 
43 
40 



Plan work and decide on priority of work for one's self 

Direct people to proper offices and act as a guide for visitors 

Hear and answer customer complaints 

Greet callers 
Show tact 
Show patience 

Treat all callers aud fellow workers or supervisors wi^-h 

respect 
Exercise good judgment 
Be discrete about office matters 
Show enthusiasm 
Be friendly 
Be sincere 

Make employer and client introductions 

Announce callers in the appropriate manner 

Remind employer of engagements, dates, things to do, etc. 

Coordinate with other personnel on various matters for employer 

Arrange reception room and serve coffee or refreshments to 
eiiq)loyer, employees, and guests 

Collect money from office employees for various purposes 
Screen visitors or people who want to see your employer 
Direct servicemen on service calls 
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TABl^ XIII (continued) 



ERIC 



Percent of 

respondents Task Clusters (General Office Clerk) 

performing (arranged in descending order) 



tasks 



Human Relations 
(Continued) 

39 Receive callers 

Receive callers courteously and graciously 
Handle a long wait 

Keep a card file of callers to enable recognition 
Remember names and faces 
Tactfully interrupt 

30 Notify and remind employees of immediately pending meeting 

30 Counteract false reports which spread in organizations 

Mailing 

86 Address, fold, insert, and seal letters and then stamp envelopes 

73 Open incoming mail 

Stamp incoming mail (as to date, time) 
Log incoming mail (in regular book) 

72 Take mail to mailroom or mail box 

70 Read incoming mail 

Make notes on incoming mail which superior should see 
Attach pertinent correspondence to incoming mail for superior 
to refresh his memory 
Read, underline, and annotate the mail 

65 Sort mpil (for different persons and/or in priority order) 

64 Forward mail 
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TABLE XIII (continued) 



Percent of 
respondencs 
performing 
tasks 



Task Clusters ( 
(arranged in descending order) 



(General Office Clerk) 



Mailing 
(Continued) 



52 



48 
45 
40 

40 
38 

37 



Prepare and process outgoing mail 

Mark, attach, or enclose materials for outgoing mail 

Take mail to post office 

Determine use of special mail services 

Determine classes of mail 

Use special mail seirvices. Registered, certified, and special 
delivery . 

Sign for registered mail 

Process certifiec, special delivery, COD, and registered 
mail 

Have mail registered or certified 
Insure mail 

Use franking and penalty mail 

Obtain mailing material from post office (certified and 
registered mail stickers, rate sheets, etc.) 

Read outgoing mail to check up ou information, etc. 

Sign boss's mail (his signature) 

Prepare daily bulk mailings (includes stuffing, sorting, bundling, 
and/or labeling outgoing bulk mail) 

Package itecis for mailing 

Wrap and tie packages 

Weigh items and calculate postal rates 

Purchase: postage 

Purchase money orders 

Make up mailing list 

Revise mailing list 
Check mailing list 
Distribute mailing list 
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:'=^?':ncrr: :^ T^sk Tljsters (General Office Clerk) 

:*£r : :rTij.-:.i =rri.r.r£'^ it cefcencmg order) 



L : r.p-- 1? t ; £ r>ersrr--ro-per son calls 
J lice l:c c— 115 : =ir.;£ 5 t = tion-ro-station calls 

T/l-.-^v 1.7 .ir. v'r'-.:tr-r. nrtices for meetings by telephone 
?r:- :*=r.5 rr-: -1=5^5 r-^ te-ler'none 

::;';:;r5. r^sr-t^ls, pclice, fire department, and in- 
5 . zir, : z ; £.rrl£-r ir em£.rg£ricies 
Ttr :£-"TL-r'r I f .1 £ : nior service to be used 
.-rr ;r:r»ir rr;«:=c_re frr direct-distance dialing 

"i V£ -..I ; : nici : i: r i:: reirprase to verbal inquiries 

;.i.rr' mti::£* :z zzlI orders of instructions of superiors 

''a^.z ; ^.T r rrc't r : = : ; r : : : elephone communication 
: ; i-i.r rr::rw :: locg distance calls 
*>^--:i.:r r::.:ro ;: £.11 lor.g-ci stance outgoing calls 
'>a-r*--r r£::ro :: imr-rrtart incoming calls 
.££ :r::-£~ rr;rei_res fcr nandling telephone messages 
?-£:•£ :£l£:r'on£ !H£im:rand£, messages, etc., where employer 

v-L^- ^£'£ :r'£m 
Ti^t = ;.nmrl'::£ t£.l£rrione n = ssage 

^:jm:'^5'£ =--1 :^":«£:r :: vTltter. correspondence 
r^'£ r r£-: ^-r-^ts r-^" t-v-pec letters 
J.nmT': f £ ntrim.*? . rt^Tonf-es, and TV commercials 
:.r7: .£::£: trler-^-pe tc customer regarding mercharxdise 
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TABLE XIII (continued) 



Percent of 
respondents 
performing 
tasks 



Task Clusters ( 
(arranged in descending order) 



(General Office Clerk) 



Conmiunications 
(Continued) 



68 
62 

54 
50 
49 
45 

45 
43 



Give directions for work to be done by co-workers 

Make recommendations for improvements in offi-^e procedures, 
routines, etc. 

Instruct new eroDloyees (work procedures, job orientation, etc.) 

Compose business reports of any kind 

Compose writt n directions to co-workers 

Make engagements and appointments for employer 
Arrange schedules and patients' appointments 
Arrange doctor/patient conferences 
Reschedule appointments 

Send and receive telegrams and/or cablegrams 

Handle incoming telephone calls 

Keep record of local incoming calls 

Transfer telephone calls to another department 

Screen employer's calls 

Handle all telephone calls properly 

Learn the proper procedures for handling telephone calls 
Answer phon^ with proper identification 
Answer phone promptly 
.Develop an attractive telephone voice 
Develop an appealing attitude in your voice 
Terminate calls cactfully 



Office Machines and Equipment 



Operate typewriter (manual & electric) 



ERIC 



:a51Z X::I continued) 



Percent of 

respondents Task Cl'^ters (Creneral Office Clerk) 

performing (arranged in descending or^er) 

tasks 



Office Machines and Equiprsent 
(Continued) 



70 Operate lO-key adding zachme 

62 Operate ssall cianual office equipment 

(scissors, paper punch, paper cutter, scotch tape dispenser, 
copy holder, postal scale, eribossing machine, staple remover, 
staple gun, jogger, lettering guides, razor blades, rulers, 
corpass, protractor, styli, shading plates, date and/or time 
stanp, rubber stazips, statip pad, coffee pot, time clock, 
desks, tables and chairs, file cabinets) 

61 Operate calculators 

Change ribbon and tape 

Develop efficient production speed and accuracy 

50 Operate copying machines 

Prepare :opy correctly 

Make a special zaster on a dry copy nachine 
Make transparencies on a dr>' copy nachine 
Make zovies on a vet copy nachine 
Make offset masters on a vet copy machine 
Vse an. electronic stencil cutter 

39 Operate rotar>- :al -later 

31 Clean and namtain office equipment other than typewriter 



Records Managerenr 

9C Locate, rerce, and cneck ^ut materials froi:: files 

84 Sort materials for filing 

Prepare naterials for filing 
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TABLE XIII (continued) 



PeiTcent of 
respondents 
performing 
tasks 



Task Clusters ( 
(arranged in descending order) 



(General Otfice Clerk) 



Records Management 
(Continued) 



77 
75 
74 
71 
68 
65 
64 
61 
61 
57 
53 
53 
53 
50 
49 
47 
43 



Make folders and folder labels for files 

Search for lost materials 

Transfer records to inactive files 

File materials by name of person (alphabetical) 

Revise files 

File materials by subject 

File materials by number 

Handle classified or confidential files 

Keep card indexes 

Dispose of records 

File materi^s by chronological order 

Control and manage filing system 

Select and/or order filing equipment and supplies 

Handle cross-references 

Keep tickler or follow-up files 

File materials by geographical location 

Follow up released material 
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TABLE XIII (continued) 



Percent of 
respondents 
performing 
tasks 



Task Clusters ( 
(arranged in descending order) 



(General Office Clerk) 



Records Management 
(Continued) 



34 
30 



95 
93 
89 
87 
77 
68 
57 
53 
46 
45 
44 
42 
41 



Assign file nuoibers 
Install filing system 

Coijcgputation and Financial Recordkeeping 

Use addition 
Use subtraction 
Use multiplication 
Use division 
Use decimals 
Use fractions 

Convert decimals to fractions 

Convert fractions to decimals 

Compute percentage problems 

Keep books and/or ledgers for any purpose 

Make journal entries (any type of journal) 

Check bills and/or invoices (verify extensions, etc*) 

Write receipts 
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TABLE XIII (continued) 



ERIC 



Percent of 

respondents Task Clusters (General Office Clerk) 

performing (arranged in descending order) 

tasks 



Computation and Financial Recordkeeping 
(Continued) 



40 Keep current files of invoices and purchase orders 

37 Compute sales taxes 

36 Deposit checks and/or cash in bank or cashier's office 

34 Write checks 

31 Cash checks 
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TABLE XIV 

TASKS PERFORMED BY CLERK TYPISTS 
ARRANGED IN CLUSTERS 



Percent of 

respondents Task Clusters 

performing (arranged in descending order) 

tasks 



Typewriting 

91 Operate typewriter 

Use manual typewriter 
Use electric typewriter 
Use executive typewriter 

87 Type addresses on envelopes and/or cards 

80 Type carbon copies 

78 Proofread typewritten copy 

74 Erase carbon copies 

74 Erase original copies 

69 Type and/or rule tabular material (tables, columns, rows of 
figures ) 

69 Type labels individually 

69 Type final copy from rough-draft copy 

68 Type cards (index cards, file cards, "address finder" cards, 
library index cards, etc,) 

64 Type copy from unarranged copy 

Type copy from handwritten copy 

62 Type fill-ins on duplicated letters cr bulletins (form letter, 
etc, ) 
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TABLE XIV (continued) 



Percent of 
respondents 
performing 
tasks 



Task Clusters 
(arranged in descending order) 



;Clerk Typists) 



Typewriting 
(Continued) 



62 
61 

60 
55 



48 

47 

47 
47 
45 
41 
40 



Type manuscripts and/or reports (formal or informal) 

Type correspondence, memos, and other items from form and 
rough draft required by employer 

Compose copy at the typewriter 

Type letters 

Type letters from unarranged copy 

Type on all kinds of letterheads and paper sizes 

Type two-page letters 

Type letters requiring display, technical, or numerical data 
Type business letters in various styles 

Type business letters using different kinds of punctuation 
Type letter parts — attention line, subject line, closing 

lines, reference initials, carbon copy notations, mailing 

notations, P.S., Enclosure 

Make corrections with correction tape (requires no erasing) 
Realign copy that has been removed from machine 

Clean typewriter 
Change ribbon 

Type preprinted forms 

Type statistical material 

Type in outline form 

Type postal cards 

Type information on continuous roll tape (gummed back or self- 
sealing back) 
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TABLE XIV (continued) 



ERIC 



Percent of 

respondents Task Clusters (Clerk Typists) 

Derforming (arranged in descending order) 



tasks 



Typewriting 
(Continued) 



3A Type minutes or reports of meetings 

33 Type and correct spirit masters (e.g.. Ditto masters) 

33 Type legal papers and forms 

32 Type on printed personnel forms 

31 Type and correct stencils (Mimeograph process) 

30 Type on printed purchase requisitions 

Dictation and Transcription 

33 Transcribe machine-recorded dictation of letters and attachments 

32 Transcribe machine-recorded dictation for memos 

31 Transcribe machine-recorded dictation for rough drafts 

Transcribe machine-recorded dictation for manuscripts 

30 Transcribe machine-recorded dictati* i for reports 

Clerical Duties 

95 Use telephone directory 
86 Use dictionary 
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TABLE XIV (continued) 



Percent of 
respondents 
performing 
tasks 



Task Clusters 
(arranged in descending order) 



(Clerk Typists 



Clerical Duties 
(Continued) 



80 

79 

77 
76 
75 
74 
73 
72 
72 
66 
64 
63 
62 
61 
60 
58 



Look up names and addresses 

Make changes in names and addresses as they occur 

Arrange papers or articles on/or in your own and/cr ycur 
supeirvisor 's desk 

Straighten up office 

Dust of f 5 ie 

Look over notes and memos for the day 

Check on supplies (for re-ordering purposes) 

Make notes for the next day's work 

Assemble and staple duplicated material 

Change calendar daily 

Run errands 

Use coippany manuals 

Send out notices of any type 

Use office manuals 

Compare copy (one copy with another copy) 
Protect valuable and confidential material 

Keep desks equipped with office supplies (sharpener ?er.,:i*-r 
ink in pens , etc. ) 
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TABLE XIV (continued) 



rer 

r£spor.aer,ts Task Clusters (Clerk Typists) 

^erfrnLir.g (arranged in descending order) 



Clerical Duties 
(Continued) 

5r JS€ U.S. Zip Code Directory 

rf Get information from various departments needed for correspondence 
55 Change dates on rubber stamps or time stamp machine daily 
51 Prepare requisitions 
:1 jse City Directory 
5r I^istribute supplies 
Count items 

Inspect material received for completeness, damages, etc. 
I'se other reference books or manuals not listed here 
Make change 

Process routine forms and requests 
Vst maps 

.Tctner data to fill out questionnaires 
-.c post notices — update bulletin boards 

T'^ Cneok money orders, checks, etc., as to amounts, dates, 
signatures, etc. 
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TABLE XIV (continued) 



ERIC 



Percent of 

respondents Task Clusters (Clerk Typists) 

performing (arranged in descending order) 



tasks 



Clerical Duties 
(Continued) 

37 Get quotations on supplies (from supplier) 
37 Use secretarial handbook 

37 Dust employer's desk and keep employer's desk neat 

35 Update office manual or instruction book for employees 

34 Use technical manuals 

31 Use U.S. Postal Manual (postage rates, ^ types of mail) 

30 Arrange physical layout of office, pictures, furniture, 
draperies, etc. ) 

Human Relations 

88 Plan work and decide on priority of work for one's self 

50 Coordinate with other personnel on various matters for employer 

47 Collect money from office employees for various purposes 

40 Direct servicemen on service calls 

30 Notify and remind employees of immediately pending meeting 
30 Counteract false reports which spread in organizations 
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TA5LE XIV (continued) 



Percent of 
respondents 
performing 
tasks 



T^ask Clusters 
(arranged m descending order) 



(Clerk Typists) 



Mailing 



86 
73 

-» 

70 

65 
6^ 
55 



Address, fold, insert, and seal letters and then stamp envelopes 

Open incoming mail 

Stamp incoming mail (as to date, time) 
Log incoming mail (in regular book) 

Take mail to mail room or mail box 

Read incoming mail 

Make notes on incoming mail which superior should see 
Attach pertinent correspondence to incoming mail for 

superior to refresh his memory 
Read, underline j and annotate the mail 

Sort marl (for different persons and/or in priority order) 

Forward mail 

Prepare and process outgoing mail 

>Iark5 attach, or enclose materials for outgoing mail 

Take mail to post office 

Determine use of special mail services 

Determine classes of mail 

Use special mail services. Registered, certified, and special 
delivery.. 

Sign for registered mail 

Process certified, special delivery, COD, and registered 

m.ail 

Have mail registered or certified 
Insure mail 

Use franking and penalty mail 

Obtain mailing material from post office (certified and 



registered mail stickers, rate sheets, etc,) 
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TABLE XIV (continued) 



Percent of 

respondents Task Clusters (Clerk Typists) 

performing (arranged in descending order) 

tasks 



Mailing 
(Continued) 



48 Read outgoing mail to check up on information, etc. 

40 Prepare daily bulk mailings (includes stuffing, sorting, 
bundling, and/or labeling outgoing bulk mail) 
Package items for ma ^ ling 
Wrap and tie packages 

40 Weigh items and calculate postal rates 



38 Purchase postage 

Purchase money orders 

37 Make up mailing list 

Revise mailing list 
Check mailing list 
Distribute mailing list 



Communications 



95 Use telephone director^ 

Use an alphabetic directory 
Use a classified directory 
Use "Information" services 

92 Place outgoing telephone calls 
Place local telephone calls 
Place long-distance person-to-person calls 
Place long-distance station-to-station calls 
Become familiar with WATS service 

Follow up on written i tices for meetings by telephone 
Process requests by telephone 
Call delinquent customer 

Call doctors, hospitals, police, fire department, and 

insurance carrier in emei.'gencies 
Determine telephone service to be used 
Use proper procedure for direct-distance dialing 

ERIC 7fi 



r5^?cr:i-=-:5 Z^sk Clusters (Clerk -Typists) 

r rnu-t.^ c-rriwCt-c :.r. ctfcending order) 



^ omiD'jr^ 1 1 £ 1 1 on s 

-:.i'£ -^frniit:!:'- i.r. retpor^se to verbal inquiries 

.urT' vTltter. .rr rral orders of instructions of superiors 

: £.1-1 rrrcir r£':\rro.5 of telephone connnunications 

>ii.:^ re orro :f lDr.g-disr£:r.ce calls 

'^^i.i.r : = 1.1 r£;rro r: ^11 lor.g-distance outgoing calls 

,*»i=,i-r :.^i.- rz'z:7z of important incoming calls 

J si rr-rorr rrr>c£Ourt£ frr handling telephone messages 

llxii :£lrrrtr-£ memrranda, messages, etc, where employer 

r r ': nmr litf trie pr.- ^r: e mes£ age 

7.5 ::r wrk tz be done by cc-workers 

^iixz z'z : r>wiR\zi,z miD':,s for :^mr rovemer.ts in office procedures, 

.zi':,-^:,: t f.mrlr-^£*es v^rrk prooedures, job orientation, etc,) 

: :iin:«: f r : i.: ^ 5 r : £ : r : 5 of ar.y k:Lr. d 

^nni:'::5£ vTi::£-r cir£::in-? to oo-workers 

?.i:'::.r ^t;. nn— re tflftcore 'calls 

fftr r£:';ro :: lo:a: :^r.ooiLing calls 

7,r2^f:£r relfrcoc^ rails tc another department 

; "'£-tir r.nr - : ■ £ r 5 ialls 
r^.:i^= £.11 or. f :iall5 properly 

l.r-r: :.: £ :r:T'£r rrr rto^res for handling telephone calls 

p^'i r 7»r nr £ 7 r.onr 1 1 v 
»£i£-:c attractive teleprone voice 
Ih- arT«£alLr-C attitude ir. your voice 

m.i t £ ; a- -S t £ : 1 1 ^11 v 
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TABLE XIV (continued) 



Percent of 

respondents Task Clusters (Clerk Typists) 

performing (arrringed in descending order) 

tasks 



Office Machines and Equipment 

96 Operate typewriter (manual and electric) 

70 Operate 10-key adding machine 

62 Operate small manual office equipment 

(scissors, paper punch, paper cutter, scotch tape dispenser, 
copy holder, postal scale, embossing machine, staple 
remover, staple gun, jogger, lettering guides, razor 
blades, rullers, compass, protractor, styli, shading 
plates, date and/or time stamp, rubber stamps, stamp pad, 
coffee pot, time clock, desks, tables and chairs, file 
cabinets) 

61 Operate calculators 

Change ribbon and tape 

Develop efficient productiou speed and accuracy 

50 Operate copying machines 

Prepare copy correctly 

Make a special master on a dry copy mach-Ine 
Make transparencies on a dry copy machine 
Make copies on a wet copy machine 
Make offset masters on a wet copy machiir^ 
Use an electronic stencil cutter 

39 Operate rotary calculator 

31 Clean and maintain office equipment other than typewriter 



Records Management 



90 Locate, remove, and check out materials from files 
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Percent cf 
respondents 
performing 
tasks 



^arrsngcc ir. ocsccr.cir.g order) 



(Clerk Typists) 
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, D nearer., :o: 
71 File ^zez 
oS Revise fit 



Iphabetical) 



0^ ri..e -a:eri = -5 : 
D-» r iLc riiate ri2- 5 r 
61 Kee? card ir.dexc 
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TABLE XIV (continued) 



Percent of 

respondents Task Clusters (Clerk Typists) 

performing (arranged in descending order) 

tasks 





Computation and Financial Recordkeeping 


95 


Use addition 


93 


Use subtraction 


89 


Use multiplication 


87 


Use division 


77 


Use decimals 


68 


Use fractions 


57 


Convert decimals to fractions 


53 


Convert fractions to decimals 


46 


Compute percentage problems 


45 


Keer books and/or ledgers for any purpose 


44 


Make journal entries (any type of journal) 


42 


Check bills and/or invoices (verify extensions, etc.) 


37 


Compute sales taxes 
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TABLE XV 

TASKS PERFORMED BY MAIL CLERKS 
ARRANGED IN CLUSTERS 



Percent of 

respondents Task Clusters 

performing (arranged in descending order) 

tasks 



Typewriting 

91 Operate typewriter 

Use manual typewriter 
Use electric typewriter 
Use executive typewriter 

87 Type addresses on envelopes and/or cards 

78 Proofread typewritten copy 

74 Erase carbon copies 

74 Erase original copies 

69 Type labels individually 

68 Type cards (index cards, file cards, "address finder" cards, 
library cards, etc.) 

62 Type fill-ins on duplicated letters or bulletins (form letter, 
etc.) 

62 Type manuscripts and/or reports (formal or informal) 

48 Make corrections with correction tape (requires no erasing) 
Realign copy that has been removed from machine 

47 Cxean typewriter 
Change ribbon 

47 Type preprinted forms 

45 Type in outline form 
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TABLE XV (continued) 



Percent of 

respondents Task Clusters (Mail Clerks) 

performing (arranged in descending order) 

tasks 



Typewriting 
(Continued) 



41 Type postal cards 



40 Type information on continuous roll tape (gummed back or self- 
ealing back) 

34 Type minutes or reports of meetings 

32 Type on printed personnel forms 

30 Type on printed purchase requisitions 

Dictation and Transcription 



None 



Clerical Duties 

95 Use telephone directory 

86 Use dictionary 

80 Look up names and addresses 

Make changes in names and addresses as they occur 

79 Arrange papers or articles on/or in your own and/or vour 
supervisor's desk 

77 Straighten up office 

76 Dust office 



Er|c 8:^ 
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TABLE XV (continued) 



Percent of 
respondents 
performing 
tasks 



Task Clusters 
(arranged in descending order) 



(Mail Clerks) 



Clerical Duties 
(Continued) 



75 
74 
73 
72 
72 
66 
64 
63 
62 
61 
60 
58 

56 
56 
55 
55 
52 



Look over notes and memos for the day 

Check on supplies (for re-ordering purposes) 

Make notes for the next day's work 

Assemble and staple duplicated material 

Change calendar daily 

Run errands 

Use company manuals 

Send out notices of any type 

Use office manuals 

Compare copy (one copy with another copy) 
Protect valuable and confidential material 

Kaep desks equipped wi*"h office supplies (sharpened pencils, 
ink in pens, etc, ) 

Compile periodic reports 

Use U.S. Zip Code Directory 

Get information from various departments needed for correspondence 
Cha-^.ge dates on rubber stamps or time stamp machine dally 
Prepare requisitions 
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TABLE XV (continued) 



Percent of 

respondents Task Clusters (Mail Clerks) 

performing (arranged in descending order) 

tasks 



Clerical Duties 
(Continued) 

51 Use City Directory 
50 Distribute supplies 
49 Count items 

49 Inspect material received for completeness, damages, etc. 
47 Use other reference booLs or manuals not listed here 
44 Make change 
42 Use maps 

40 Po*=^t notices — update bulletin board 

39 Check money orders, checks, etc., as to amounts, dates, 
signatures, etc. 

38 Take inventor^ 

37 Use secretarial handbook 

37 Dus^ employer's desk and keep employer's desk neat 

35 Route shipments of materials (within office > between departments, 
etc. ) 

35 Review tickler file 

35 Record daily attendance 

34 Use technical manuals 
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TABLE XV (continued) 



Percent of 

respondents Task Clusters (Mail Clerks) 

performing (arranged in descending order) 

tasks 



Clerical Duties 
(Continued) 

31 Use U.S. Postal Manual (postage rates, types of mail) 

30 Arrange physical layout of office, pictures, furniture, 
draperies, etc. 

Human Relations 

38 Plan work and decide on priority of work for one's self 

50 Coordinate with other personnel on various matters for employer 

47 Collect money from office employees for various purposes 

40 Direct servicemen on service calls 

30 Counteract false reports which spread in organizations 

Mailing 

86 Address, fold, insert, and sell letters and then stamp envelope 

73 Open incoming mail 

Stamp incoming mail (as to date, time) 
Log incoming mail (in regular book) 

72 Take mail to mail room or mail box 

65 Sort mail (for different persons and/or in priority order) 
64 Forward mail 



TABLE XV (continued) 



Percent of 
respondents 
performing 
tasks 



Task Clusters 
(arranged in descending order' 



Mailing 
(Continued) 



5: 

52 



40 

AO 
38 

37 



Prepare and process outgoing mail 

Mark, attach , o^^ enclose materials ; - r z. n* 

Take mail to pc t office 
Determine use of special mail '/ut^s 
Determine classes of mail 

Use special mail services. Registered, z^^rzii',^':!: in 
delivery. 

Sign for registered mail 

Process certified, special delivery, rcr , inc -r-ii 
mail 

Have mail registered or certified 
Insure mail 

Use franking ind penalty mail 

Cbtain mailing material frcrm pest -f:':i^ -"zrt;^ 
registered mail stickers, rate scieezs. =t: 

Prepare daily bulk mailings (includes s tuf : i-^r^ ^ :ror: 
bundling, and/or labeling outgoing b'llk ndl' 

Package items for mailing 

Wrap and ti^ -ack9-es 

Weigh items and calculate postal rates 

Purchase postage 

Purchase money orders 

Make up mailing list 

Revise mailing list ^ 
Check mailing list 
Distribute mailing list 



77 



TABLE XV (continued) 



rerrer.t 

rtft^onder.ts Task Clusters (Mail Clerks) 

ptrfrnting (arranged in descending order) 



Connnun i c a t i on s 



^5 Ise telephone directory 

Use an alphabetic directory 
Use a classified directory 
Use "Information*' services 

riace outgoing telephone calls 
Place local telephone calls 
Place xong-distance person-to-person calls 
Plaze long-distance station-to-station calls 
Become familiar vith WATS service 

Follow jp on written notices for meetings by telephone 
Process lequests by telephone 
Call delinquent customers 

Call doctors, hospitals, police, fire department, and 

insurance carrier in emergencies 
Jetermina telephone service to be used 
Use proper procedures for direct-distance dialing 

5" C-ive ir.fonaation in response to verbal inquiries 

5f r^rr> out written or ora] orders of instructions of superiors 

S** Maintain proper records of telephone commvmication 
Maintain record of long-distance calls 
Maintain record of all long-distance outgoing calls 
Maintain record of important incoming calls 
Use proper procedures for handling telephone messages 
riact telephone memoranda, messages, etc., where employer 

will see them 
Take complete telephone message 

r-f Zive directions for work to be done by co-workers 

r-I Make recommendations for improvements in office procedures, 
routines, etc. 
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TABLE XV (continued) 



ERIC 



Percent of 

respondents Task Clusters (Mail Clerks) 

performing (arranged in descending order) 

tasks 



Coinmunications 
(Continued) 

54 Instruct new employees (work procedures, job orientation, etc.) 

50 Compose busines reports of any kind 

49 Compose written directions to co-workers 

45 Make engagements and appointments for employer 

Arrange schedules and patients' appointments 
Arrange doctor/patient conferences 
Reschedule appointments 

^5 Send and receive telegrams and/or cablegrams 

43 Handlt; incoming telephone calls 

Keep record of local incoming calls 

Transfer telephone calls to another department 

Screen employer's calls 

Handle all telephone calls properly 

Learn the proper procedures for handling telephone calls 

Answer phone with proper identification 

Answer phone prompt,ly 

Develop an attractive telephone voice 

Develop an appealing attitude in your voice 

Terminate calls tactfully 

Office Machines and Equipment 

96 Operate typewriter (manual and electric) 

62 Operate small manual office equipment 

(scissors, paper punch, paper cutter, scotch tape dispenser, 
copy holder, postal scale, embossing machines, staple 
remover^ staple gun, jogger, lettering guides, razor 
blades, rulers, compass, protractor, styli, shading 
plates, date and/or time stamp, rubber stamps, stamp pad, 
coffee pot, time clock, desks, tables and chairs, file 
cabinets) 

\ 88 
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TABLE XV (continued) 



Percent of 

respondents Task Clusters (Mail Clerks) 

performing (arranged in descending order) 

tasks 



Office Machines and Equipment 
(Continued) 

31 Clean and maintain office equipment other than typewriter 

Records Management 

90 Locate, remove, and check out materials from files 

84 Sort niaterials for filing 

Prepare materials for filing 

77 Make folders and folder labels for files 

75 Search for lost materials 

71 File materials by name of person (alphabetical) 

68 Revise files 

65 File niaterials by subject 

64 File materials by number 

61 Keep card indexes 

57 Dispose of records 

53 File raaterials by chronological order 

5C Handle cross references 

49 Keep tickler or follow-up files 

47 File materials by geographical locations 

ER?C 8^4 
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TABLE XV (continued) 



Percent of 

respondents Task Clusters (Mail Clerks) 

performing (arranged in descending order) 

tasks 



Records Management 
(Continued) 

43 Follow up released material 
34 Assign file numbers 

Computation and Financial Recordkeeping 

95 Use addition 

93 Use subtraction 

89 Use multiplication 

87 Use division 

77 Use decimals 

68 Use fractions 

57 Convert decimals to fractions 

53 Convert fractions to decimals 

45 Keep books and/or ledgers for any purpose 

44 Make journal entries (any tyjie of journal) 
41 Write receipts 
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ifj'jrme: ey machine transcribers 

,^JJw^J^;Er IN CLUSTERS 



ToSK Cl'osters 
ir.cec '^z descending order) 



^ f £ i.^z'Z zt'^ z t:vr^£»;vri t er 
y5£ £.:j:frw;iv£ f^'pevriter 

?••?»£ =i-:r£f^£:5 er.velor^es and^or cards 



r : r£ ac "-^'T>ew 



•£ a*c ; r r^le :a:-«l.ar mat£rial (tables , columns , rows of 



'£ - cir*£ - f - T'C-l"^ 1 C *V 



7 ^"'t ; - ^r-^ : r.OE rr^wign-draf t copy 



:5 inc£.2. c^r^s, file cards, "address finder" cards, 

.T'Ct.^ ':£.rc5 , etc. ' 



^rl-.'catec letters or bulletins (form letters^ 



aric cr repcrts (formal or informal) 



':»•• . 7 r£5 :'.")DC£:r.;'e . memos, and other items from form and #rough 
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TABLE XVI (continued) 



Percent of 
respondents 
performing 
tasks 



Task Clusters 
(arranged in descending order) 



(Machine Transcribers) 



Typewriting 
(Continued) 



60 
55 



48 

47 

47 
47 
47 
41 
40 

34 
33 



Compose copy at the typewriter 

Type letters 

Type letters from unarranged copy 

Type on all kinds of lettorheads and paper sizes 

Type two-page letters 

Type letters raquiring display, technical or numerical data 
Type business letters in various styles 

Type business letters using different kinds of punctuation 
Type letter parts — attention line, subject line, closing 

lines, reference initials, carbon copy notations, mailing 

notations, P.S., Enclosure 

Make corrections with correction tape (requires no erasing) 
Realign copy that has been removed from uachine 

Clean typewriter 
Change ribbon 

Type preprinted forms 

Type statistical material 

Type in outline form 

Type postal cards 

Type information on continuous roll tape (gumn^d back or self- 
sealing back) 

Type minutes or reports of meetings 

Type and correct spirit masters (e.g.. Ditto masters) 



ERLC 



:t=sr jr.itr.rs r = 5N Clusters (Machine Transcribers) 



rer:c_:.~g arr=~gci i::. dcscer.cir.g crder) 



,e tyrevritcr ^type dictation as employer 



.Is .KiDtcgraph process) 



:=rscrir= r.i:-.i-£-reccrird iicC£tion of letters and attachments 

'^.scrire r.^ rrir.r-rc c ce d dictation for memos 

•^e-5^rirc z^:~.i~e-rr ::rd£d dictation for rough drafts 
_rir.r:ri:£ za: Mr.e-re: orced dictation for manuscripts 



. *J1 w ... C ■ 



.ctation for reports 



::a.ncc5 m z^^r^es ar.c acdresses as they occur 
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TABLE XVI (continued) 



Percent of 

respondents Task Clusters (Machine Transcribers) 

performing (arrang^^.d in descending order) 

tasks 



Clerical Duties 
(Continued) 

79 Arrange papers or ar cles on/or in your own and/or your super- 
visor's desk 

77 Straighten up office 

76 Dust office 

75 Look over notes and memos for the day 

74 Check on supplies (for re-ordering purposes) 

73 Make notes for the next day's work 

72 Assemble and staple duplicated material 

72 Change calendar daily 

66 Run errands 

64 Use company manuals 

63 Send out notices of any type 

62 Use office manuals 

61 Compare copy (one copy with another copy) 

60 Protect valuable and confidential material 

58 Keep desks equipped with office supplies (sharpened pencils, 
ink in pens, etc. ) 

56 Compile periodic reports 
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TABLE XVI (continued) 

Percent of 

respondents Task Clusters 

performing (arranged in descending or 

tasks 



Clerical Duties 
(Continued) 

56 Use U, S. Zip Code Directory 

55 Get information from various departinents needed for correspondence 

55 Change dates on rubber scanps or tine stanp machine daily 

52 Prepare requisitions 

SI Use City Directory 

50 Distribute supplies 

49 Count itmes 

49 Inspect ciAcerial received for co:::pleteness, damages, etc. 

47 Use other reference books or rzanuals not listed here 

44 Make change 

42 Use maps 

40 Post notices — update bulletin board 

39 Check money orders, checks, etc., as to amounts, dazes, signa- 
tures, etc. 

38 Take invent or^• 

37 Use secretarial handbook 

37 Dust employer's desk and keep employer's desk neat 

35 iloute shipments of materials (vrithin office, between departments, 
etc. 
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TABLE XVI (continued) 



Percent of 

respondents Task clusters (Machine Transcribers) 

performing (arranged in descending order) 

tasks 



Clerical Duties 
(Continued) 

35 Review tickler file 

35 Record daily attendance 

34 Use technical manuals 

31 Use U. S. Postal Manual (postage rates, types of mail) 

30 Arrange physical layout of office, pictures, furniture, draperie 
etc. 

Human Relations 

88 Plan work and decide on priority of work for one*s self 

50 Coordinate with other personnel on various matters for employer 

47 Collect money from office employees for various purposes 

40 Direct servicemen on service calls 

30 Counteract false reports which spread in organizations 

Mailing 

86 Address, fold, insert, and seal letters and then stamp envelopes 
72 Take mail -O mail room or mail box 
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TABLE XVI (continued) 



Percent of 

respondents Task Clusters (Machine Transcribers) 

performing (arranged in descending order) 

tasks 



Mailing 
(Continued) 



- 5 Prepare and process outgoing mail 

Mark, attach, or enclose materials for outgoing mail 

Take mail to post office 

Determine use of special mail services 

Determine classes of mail 

5: Use special mail services. Registered, certified, and special 
deliv ery. 

Sign for registered mail 

Process certified, special delivery, COD, and registered mail 
Have mail registered for certified 
Insure mail 

Use franking and penalty mail 

Obtain mailing material from post office (certified and 
registered mail stickers, rate sheets, etc.) 

Read outgoing mail to check up on information, etc. 

-igti boss's mail (his signature) 

Prepare daily bulk mailings (includes stuffing, sorting, bundling, 
and/ or labeling outgoing bulk mail) 

Package items for mailing 

Wrap and tie packages 

Weigh items and calculate postal rates 

35 Purchase postage 

Purchase money orders 

2^ Make up mailing list 

Revise mailing list 
Check mailing list 
Distribute filing list 
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TABLE XVI (cont^rved) 



Percent of 
respondents 
performing 
tasks 



Task Clusters 
(arranged in descending order) 



(Machine Transcribers) 



G onmun i c a t i ons 



95 



Use telephone directory 

Use an alphabetic directory 
Use a classified directory 
Use "Information" service 



92 



Place outgoing telephone calls 



Place local telephone calls 
Place long-distance person-to-person calls 
Place long-distance station-to-station calls 
Become familiar with WATS service 

Follow up on written notices for meetings by telephone 
Process requests by telephone 
Call delinquent customers 

Call doctors, hospitals, police, fire department, and in- 
surance carrier in emergencies 
Determine telephone service to be used 
Use proper procedure for direct-distance dialing 



87 Give mfcrmac'cn in response to verbal inquiries 

86 Catry ouc v.itten or oral orders of instructions of superiors 

84 Maintain proper records of telephone communication 



Maintain record of long distance calls 

Maintain record of all long-distance outgoing calls 

Maintain record of important incoming calls 

Use proper procedures for handling telephone messages 

Place telephone memoranda, messages, etc., where employer 

will see them 
Take complete telephone message 



68 Give directions for work to be done by co-workers 

62 Make recommendations for Improvements in office procedures, 
routines, etc. 
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TABLE XVI (continued) 



Percent of 

respondents Task Clusters (Machine Transcribers) 

performing (arranged in descending order) 

tasks 



Commun i c at i ons 
(Continued) 



54 Instruct new employees (work procedures, job orientation, etc,) 

50 Compose business reports of any kind 

49 Compose written directions to co-workers 

43 Handle incoming telephone calls 

Keep record of local incoming calls 

Transfer telephone calls to another department 

Screen employer's calls 

Handle axl telephone calls properly 

Learn che proper procedures for handling telephone calls 

Answer phone with proper identification 

Answer phone promptly 

Develop an attractive telephone voice 

Develop an appealing attitude in your voice 

Terminate calls tactfully 



Office Machines and Equipment 

96 Operate typewriter (manual and electric) 

62 Operate small manual office equipment 

(scissors, paper punch, paper cutter, scotch tape dispenser, 
copy holder, postal scale, embossing machine, staple remover, 
staple gun, jogger, lettering guides, razor blades, rulers, 
compass, protractor, styli, shading plates, date and/or time 
stamp, rubber stamps, stamp pad, coffee pot, time clock, 
desks, tables and chairs, file cabinets) 
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TABLE XVI (continued) 



Percent of 

respondents Task Clusters (Machine Transcribers) 

performing (arranged in descending order) 

tasks 



Office Machines and Equipment 
(Continued) 



50 Operate copying machines 

Prepare copy correctly 

Make a special master on a dry copy machine 
Make transparencies on a dry copy machine 
Make copies on a wet copy machine 
Make offset masters on a wet copy machine 
Use an electronic stencil cutter 

31 Clean and maintain office equipment other than typewriter 



Records Management 

90 Locate, remove, and check out materials from files 

84 Sort materials for filing 

Prepare materials for filing 

77 Make folders and folder labels for files 

75 Search for lost materials 

74 Transfer records to inactive files 

71 File materials by name of person (alphabet xcal) 

68 Revise files 

65 File materials by subject 

64 File materials by number 

61 Handle classified or confidential files 
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91 



A3LE r;: 



ccciinued) 



Percent of 
respondents 
performing 
tasks 



.as.< ^ usiers 

(arranged in iesce-di-f order) 



(Machine Transcribers) 




61 
57 
53 
50 
49 
47 
43 
34 

95 
93 
89 
87 
77 
68 
57 
53 



Keep card indexes 
Dispose of records 

File materials by chrcnclrgical order 

Handle cross references 

Keep tickler or follov— ::p files 

File materials by geographical location 

Follow up released narerial 

Assign file numbers 



Use addition 
Use subtraction 
Use multiplication 
Use division 
Use decimals 
Use fractions 

Convert decizials ro fraorirns 
Convert fractions to decinals 
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TABLE XVII 



TASKS PERFORMED BY OFFICE MACHINE OPERATORS 
ARRANGED IN CLUSTERS 



Percent of 

respondents 

performing 



Task Clusters 
(arranged in descending order) 



(Machine Operators) 



Typewriting 



91 

87 
78 
74 
74 
69 
68 

62 
62 

54 
48 

47 
47 

45 



Operate typewriter 

Use manual typewriter 
Use electric typewriter 
Use executive typewriter 

Type addresses on envelopes and/or cards 

Proofread typewritten copy 

Erase carbon copies 

Erase original copies 

Type labels individually 

Type cards (index cards, file cards, "address finder" cards, 
library indtv cards, etc.) 

Type manuscripts and/or reports (formal or informal) 

Type fill-ins on duplicated letters or bulletins (form letter, 
etc.) 

Type interoffice memorandums 

Make corrections with correction tape (requires no erasing) 
Realign copy that has been removed from machine 

Type preprinted forms 

Clean typewriter 
Change ribbon 

Type in outline form 
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TABLE XVII (continued) 



Percent of 

respondents Task Clusters (Machine Operators) 

performing (arranged In descending order) 

tasks 



Typevriting 
(Continued) 

41 Type postal cards 

40 Type information on continuous roll tape (gunmed back or self- 
sealing back) 

34 Type minutes or reports of meetings 

33 Type and correct spirit masters (e.g.. Ditto masters) 

32 Type on printer personnel forms 

31 Type and correct .nencils (Mimeograph process) 

30 Type on printed purchase requisitions 

Dictation and Transcription 

None 

Clerical Duties 

95 Use telephone directory 

86 Use dictionary 

80 Look up names and addresses 

Make changes in names and addresses as they occur 

79 Arrange papers or articles on/or in your ovm and /or your super- 
visor's desk 
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TABLE XVII (continued) 



Percent of 

respondents Task Clusters (Machine Operators) 

performing (arranged in descending order) 

tasks 



^ Clerical Duties 

(Continued) 

77 Straighten up office 

76 Dust office 

75 Look over notPS and memos for the day 

74 Check on supplies (for re-ordering purposes) 

73 Make notes for the next day's work 

72 Change calendar daily 

72 Assemble and staple duplicated material 

64 Use company manuals 

63 Send out notices of any type 

62 Use office manuals 

61 Compare cony (one copy with another copy) 

60 Protect valuable and confidential material 

58 Keep desks equipped with office supplies (sharpened pencils, 
ink in pens, etc.) 

56 Use U. S. Zip Code Directory 

56 Compile periodic reports 

55 Get information from various departments needed for correspondence 

55 Change dates on rubber stamps or time stamp machine daily 
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TABLE XVII (continued) 



Percent of 
respondents 
performing 
tasks 



Task Clusters 
(arranged in descending order) 



(Machine Operators) 



Clerical Duties 
(Continued) 



52 
51 
50 
49 
49 
47 
44 
42 
40 
39 

38 
37 
37 
37 
35 

35 



Prepare requisitions 
Use city directory 
Distribute supplies 

Inspect material received for completeness, damages, etc. 
Count itetas 

Use other reference books or manuals n:t listed here 
Make change 
Use maps 

Post notices — update bulletin board 

Check money orders, checks, etc., as to amounts, dates, signa- 
tures, etc. 

Take inventory 

Dust eoployeir's desk and keep en^loyer'e desk neat 
Get quotations on supplies (from supplier) 
Use secretarial handbook 

Route shipments of materials (within office, between depart- 
ments, etc.) 

Revicv tickler file 
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T>BLE XVII (continued) 



Percent of 

respondents Task Cliisters (Machine Operators) 

performing (arranged in descending order) 

tasks 



Clerical Duties 
(Continued) 

35 Record daily attendance 
34 Use technical manuals 

31 Use U. S. Postal ^^anual (postage rates, types of mail) 
31 Compile reports of all kinds 

30 Arrange physical layout of office, pictures, furniture > dra- 
peries, etc. 

Human Relations 

88 Plan work and decide on priority of work for one^c self 

50 Coordinate with other personnel on various mattert ^or employer 

47 Collect money from office employees for various purposes 

40 Direct servicemen on service calls 

30 Counteract false reports which spread in organizations 

Mailing 

36 Address, fold, insert, and seal letters and then stamp envelopes 

73 Open incoming mail 

Stamp incoming mail (as to date, time) 
I^g incoming mail (in regular book) 
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TABLE XVII (continued) 



Percent of 

respondents Task Clusters (Machine Operators) 

performing (arranged in descending order) 

tasks 



Mailing 
(Continued) 



72 Take mail to mai? room or mall box 
64 Foivard mail 

55 Prepare and process outgoing mail 

Mark, attach, or enclose materials for outgoing mail 

Take mail to post office 

Determine use on special mail services 

Determine classes of mail 

55 Pick up incoming and outgoing mail 

40 Prepare daily bulk mailings (includes stuffing, sorting, bundling, 
and /or labeling outgoing bulk mail) 
PaC'Cage items for mailing 
Wrap and tie packages 

50 Wei^^h items and calculate postal rates 

37 Make up mailing list 

Revise mailing list 
Check mailing list 
Distribute mailing litn: 



Communicatl ons 



95 Use t'^.lephone directory 

U&e an alphabetic direc ry 
lire a classified directory 
Utes ''Information" serv/.ce 
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TABLE X'r.l (CO tiTiue<<^ 



Percent of 

respondents Task Clusters (Machine Operators) 

performing (arranged in descending order) 

tasks 



C opmuni c at i ons 
(Continued) 

92 ?lace outgoing telephone calls 
Place local telephone calls 
Place long-distance person-to-person calls 
Place long-distance station-to-station calls 
Become familiar with WATS service 

Follow up on written notices for meetings by telephone 
Process requests by telephone 
Call delinquent customer 

Call doctors, hospitals, police, fire department, and in- 
surance carrier in emergencies 
Determine telephone services to bw .2d 
Use proper procedure tor direct-distance dialing 

87 Give information in response to verbal inquiries 

86 Carry out written or oral orders of instructions of superiors 

84 Maintain proper records of telephone communication 
Maintain record of long-distance calls 
Maintain record of all long-distance outgoing calls 
Maintain record of important incoming calls 
Use proper procedures for handling telephone messages 
Place telephone memoranda, messages, etc. ^ where employer 

will see them 
Take complete telephone messages 

68 Give directions for work to be done by co-workers 

62 Make racoimnendations for ic^rovements In office procedures, 
routines, etc. 

54 Instruct new employees (work procedures, job orientation, etc.) 
50 Compose business reports of any kind 
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TABLE XVII (continued) 



Percent of 

respondents Task Clusters (Machine Operators) 

performing (arranged in descending order) 

tasks 



Communications 
(Continued) 



49 Compose written directions to co-workers 

45 Send and receive telegrams and/or cable grams 

43 Handle incoming telephone calls 

Keep record of local incoming calls 

Transfer telephone calls to another department 

Screen employer's calls 

Handle all telephone calls properly 

Learn the proper procedures for handling telephone calls 

Answer phone with proper identification 

Answer phone promptly 

Develop an attractive telephone voice 

Develop an appealing attitude in your voice 

Terminate calls tactfully 



Office Machines and Equipment 

96 Operate typewriter (manual and electric) 

76 Operate 10-key adding machine 

62 Operate small manual office equipment 

(scissors, paper punch, paper cutter, scotch tape dispenser, 
copy holder, postal scale, embossing machine, staple remover, 
staple gun, jogger, lettering guides, razor blades, rulers ^ 
compass, protractor, styli, shading plates, date and/or ti:c 
stamp, rubber stamps, stamp pad, coffee pot, time clock, 
desks, tables and chairs, file cabinets) 

61 Change ribbor* i tape 

61 Develop efficier^t production speed and accuracy 
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TABLE XVII (continued) 



Percent of 

respondents Task Clusters (Machine Oueraturs' 

performing (arranged in descending order) 

tasks 



Office Machines and Equipment 
(Continued) 



50 Operate copying machines 

Prepare copy correctly 

Make a special master on a dry copy machine 
Make transparencies on a dry copy machine 
Make copies on a wet copy machine 
Make offset masters on a wet copy machine 
Use an electronic stencil cutter 

39 Operate rotary calculater 

31 Clean and maintain office equipment other than typewriter 



Records Management 

90 Locate, remove, and check out materials from files 

84 Sort , sterials for filing 

Frepar<^ naterials for filing 

77 Make foldors and folder labels for files 

75 Search for ' Jt materials 

74 Transfer records to inactive files 

68 File material'^ by name of person (alphabetical) 

68 Revise files 

65 File materials by subject 

61 Handle classified or confidential files 
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TABLE XVII (continued) 



F'erc£tr,t of 

respondents Task Clusters vyachiae Operators) 

perfcming (arranged in descendln. jrder) 

tasks 



Records Management 
(Continued) 

File materials by number 

I^ispot^e of records 

File materials by chronological order 

Handle cross references 

Keep tickler or follow-up files , 

Follow up released material 

Assign file numbers 

Computation and Financial Recordkeeping 

Tse addition 
jse subtraction 
Tse multiplication 
Vse division 
'Jse decimals 
v-se fractions 

Converi. decimals to fractions 
Convert fractions to decimals 
Crmrute percentage problems 
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TABLE XVII (continued) 



Percent of 

respondents Task Clusters (Machine Operators; 

performing (arranged in descending order) 

tasks 



„ CoDOim.tation and Financial Recordkeeping 

(Continued) 

45 Keep books and/or ledgers for any purpose 

44 Make journal entries (any type of journal) 

42 Check bills and/or invoices (verify exteneions, etc.) 

37 Compute sales taxes 
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TABLE XVIII 



TASKS PERFORMED BY FILE CLERKS 
ARRANGED BY CLUSTERS 



Percent c: 
respondents 
performing 
tasks 



Task Clusters 
(arranged in descending order) 



Typewriting 



91 

87 
78 

n 
•A 

69 
68 

62 

62 
i4 
8 
47 
47 



Operate typewriter 

Use manual typewriter 

Use electric typewriter 

Use executive typewriter 

Type addresses on envelopes and/or cards 

Proofread typewritten copy 

Erase carbon copies 

Erase original copies 

Type labels individually 

Type cards (index cards, file cards, "address finder" cards, 
library index cards, etc.) 

Type fill-ins on duplicated letters or bulletins (form letter, 
etc.) 

Type manus.i'ipts and/or reports (formal or informal) 
Type in'"€;'-fice memorandums 

Make co*r; ;:ions with correction tape (requires no erasing) 

Type on printed forms 

• lean tjrpevi i:er 
Clunge cjbbon 
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TABLE XVIII (continued) 



Percent of 

respondents Task Clusters (File Clerks) 

performing (arranged in descending order) 

tasks 



Typewriting 
(Continued) 

45 Type in outline form 
41 Type postal cards 

40 Type inform.7tion on continuci s roll tape (gummed back or self- 
senling baclO 

34 Type minuteir- or reports of meetings 

32 Type on prinited personnel for^is 

30 Type on printe.i purchase requisitions 

Dicta tion and Transcription 

None 

Clerical Du t ies 

95 Use tejLephone directory 

86 Use dictionary 

80 Look up names and addresses 

Make changes in names and addresses as they occur 

79 Arrange papers or articles on/or in your own and/or your 
suoervisor's desk 



ERIC 
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Percent of 
respondents 
perf ornung 
tasks 



sicrs 



(File Clerks) 




77 
76 
75 
74 
73 
72 
72 
56 
64 
63 
62 
61 
60 
58 

56 
56 



Straighten ::fi:e 
Dust office 

Lock ever netes and rencs ::r the cay 
Check on supplies f:r re-crder:.nz purposes) 
>!ake notes for tr.e next cay's v:rk 
Change calendar daily 

Assemble and staple dcp'licated -^^terial 

Run errands 

Use Luapany nanuals 

Send out notices cf any t>-po 

Use office manuals 

Compare copy (one copy vith another copy) 
Protect valuable and confidential material 

Keep desks ec/iitzi^z vith, office supplies (sharpened pencils, 
ink in pens , etc . ' 

Compile pericdic repcrts 

Use U.S. Zip Code lirectcr.- 
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TABLE XVI I I (continued) 



Percent of 
respondents 
performing 
tasks 



Task Clusters 
(arranged in descending order) 



(File Clerks) 



Clerical Duties 
(Continued) 



55 
55 
52 
51 
50 
49 
49 
47 
44 
42 
41 
40 
39 

38 
37 
37 



Get information from various departments needed for correspondence 
Change dates on rubber stamps or time stamp machine daily 
Prepare requisitions 
Use City Directory 
Distribute supplies 

Inspect material received for completeness, damages, etc. 
Count items 

Use other reference books or manuals not listed here 
Make change 
Use maps 

Gather data to fill out questionnaires 
Post notices — update bulletin board 

Check money orders, checks, etc., as to amounts, dates, 
signatures, etc. 

Take inventory 

Dust employer's desk and keep employer's desk neat 
Get quotations on supplies (from supplier) 
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TABLE XVIII (continued) 



Percent of 

respondents Task Clustets (File Clerks) 

performing (arranged in descending order) 

tasks 



Clerical Duties 
(Continued) 

37 Use secretarial handbook 

35 Route shipments of materials (within office, between depart- 
ments, etc.) 

35 Review tickler file 

35 Record daily attendance 

34 Use technical manuals 

31 Use U.S. Postal Manual (postage rates, types of mail) 

30 Arrange physical layout of office, pictures, furniture, 
draperies, etc. 

Human Relations 

88 Plan work and decide on priority of work for one's self 

50 Coordinate with other personnel on various matters for employer 

47 Collect money from office employees for various purposes 

40 Direct servicemen on service calls 

30 Counteract false reports which spread in organizations 
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TABLE XVIII (continued) 



Percent of 

respondents Task Clusters 

performing (arranged ir descending order) (File Clerks) 

tasks 



Consnun i c a t ion s 



ERIC 



95 Use telephone directory 

Use an alphabetic directory 
Use a classified directory 
Use "Information" service 

92 Place outgoing telephone calls 

Place local telephone calls 
Place long-distance person-to-person calls 
Place long-distance station-to-station calls 
Become familiar with WATS service 

Follow ijip on written notices for meetings by telephone 
Process requests by telephone 
Call delinquent customer 

Call doctors, hospitals, police, fire department, and 

insurance carrier in emergencies 
Determine telephone service to be used 
Use proper procedure for direct-distance dialing 

68 Give directions for work to be done by co-wt)rkers 

62 Make recommendations for Improvements in office procedures, 
routines, etc, 

54 Instruct new employees (work procedures, job orientation, etc) 

50 Compose business reports of any kind 

49 Compose written directions to co-workers 

43 Handle incoming telephone calls 

Keep record of local incoming calls 

Transfer telephone calls to another department 

Screen employer's calls 

Handle all telephone calls prvperly 

Learn the proper procedures i:or handling telephone calls 

Answer phone with proper identif ^.cation 

Ansx/er phone promptly 

Develop an attractive telephone voice 

Develop an appealing attitude in your voice 

Terminate calls tactfully 
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TABLE XVIII (continued) 



Percent of 

respondents Task Clusters (File Clerks) 

perfoncing (arranged ir: descending order) 

tasks 



Office Machines and Equipn^nt 



9S Operate typewriter (manual and electric) 

62 Operate small manual office equipment 

(scissors, paper pun-:h, paper cutter, scotch tape dispenser, 
copy holder, postal scale, embossing machine, staple 
remover, staple gun, jogger, lettering guides, razor 
blades, rulers, compass, protractor, scyli, shading 
plates, data and/or time stamp, rubber stamps, stamp pad, 
coffee pot, time clock, desks, tables and c^ irs, file 
cabinets) 

50 Operate copying machines 

Prepare copy correctly 

Make a special master on a dry copy machine 
Make transparencies on a dry copy machine 
Ma^e copies on a wet copy machine 
Make offset masters on a wet copy mechine 
Use an electronic stencil cutter 



Records Management 



90 Locate, remove, and check out m^izerials from files 

84 Sort materials for filing 

Prepare materials for tiling 

77 Make folders and folder labels for files 

75 Search for lost materials 

74 Transfer records to inactive files 
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TABLE XVIII (continued) 



Percent of 

respondents Task Clusters (File Clerks) 

performiiig (arranged in descending order) 

tasks 



Records Management 
(Continued) 



68 


File materials by name of person (alphabetical) 


68 


Revise files 


65 


File materials by subject 


63 


Control and manage filing system 


61 


Keep card indexes 


61 


Handle classified or confidential files 


60 


File materials by numerical order 


57 


Dispose of records 


53 


Select and/or order fil »g equipment and supplies 


b3 


File materials by chronological order 


50 


Handle cross-references 


A9 


Keep tickler or follow-up files 


43 


Follow up reJt;3jed material 


34 


Assign file numbers 


30 


Install filing system 



o 
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TABLE XVIII (continued) 



Percent of 

respondents Task Clusters (File Clerks) 

performing (arranged in descending order) 

tasks 



C omputation and Financial Recordkeeping 



95 Use adf^ition 

93 Use subtraction 

89 Use multiplication 

87 Use division 

77 Use decimals 

68 Use fractions 

57 Convert decimals to fractions 

53 Convert fractions to decimals 
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TABLE XIX 



PE'^FORMED IN SELECTED OFFICE OCCUPATIONS 



OCCUPATIONS 



PercTi'^c of 

respond nts 

pcrfor.; ng 
tasks 



TASKS 

(arrangtjd in descend'* \g order of 
occupati )ns perfo dng task) 

Typevritiuj^ 



u 




4J 




4J 












































o 


u 




u 


u 












CD 


u 




• 






O 




c 






•H 


C 




<y 






r3 


y 






o 


























u 





u 

H 



u 
n? 
5: 



o u 



U4 



u 



91 


Operate typewriter 




X 


X 


X 


X 


X 


X 


X 


X 


87 


Type addresses on erveiopes and/i r cards 




X 


V 

A 


V 
A 


V 
A 


V 
A 


Y 
A 


Y 
A 


Y 
A 


78 


Proofread typewritten copv 


'J 
A 


V 
A 


V 
A 


Y 
A 


A 


Y 
A 


Y 
A 


A 


Y 
A 


7A 


Erase carbon copies 


X 


X 


X 


X 


V 


X 


X 


X 


X 


7A 


Erase original copies 


X 


X 


X 


X 


X 


X 


X 


X 


X 


69 


Type la!)els individually 


X 


X 


X 


X 


X 


X 


X 


X 


X 


68 


Type ca''ds ''index cards, file -r - is, 
address tinder cards, 13or%r^* 
index cards, etc.) 


X 


X 


X 


X 


X 


X 


X 


X 


X 


62 


Type fill-ins on duplicated letters 
or bulletins (form letter, etCc) 


X 


X 


X 


X 


X 


X 


X 


X 


X 


62 


Type manuscripts and/or reports 
(foniial and informal) 


X 


X 


X 


X 


X 


X 


X 


X 


X 


54 


Type interoffice memoramdums 


X 


X 


X 


X 


X 


X 


X 


X 


X 


A8 


Make corrections with correction tape 
(requires no erasing) 


X 


X 


X 


X 


X 


X 


X 


X 


X 


A7 


Clean typewriter 


X 


X 


X 


X 


X 


X 


X 


X 


X 


47 


Type preprinted fonns 


X 


X 


X 


X 


X 


X 


X 


X 


X 


45 


Type in outline form 


X 


X 


X 


X 


X 


X 


X 


X 


X 


41 


Type postal cards 


X 


X 


X 


X 


X 


X 


X 


X 


X 


40 


Type information on continuous roll tape 


X 


X 


X 


X 


X 


X 


V 


X 


X 
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TABLE XIX (continued) 



OCCUPATIONS 



Percent of 
respondents 
performing 
tasks 



TASKS 

(arranged in descending order of 
occupations performing task) 

Typewriting 



u 




u 




4J 




• 






0) 


U) 


u 


tn 


M 




u 








•H 


0) 




0) 


c 


C) 


0) 


CL 




C 








Cd 


CI. 


rH 


Cd 


0) 


o 


u 


a 


M 


o 


CJ 


u 


u 










H 




to 


o 




• 




rH 






0) 


o 


0) 


Ou 






•H 


• 




»H 


c 


cn 






M 


Cd 




o 


•H 


0) 




o 


o 


01 




o 


Cd 
















Cd 

0^ 




CO 








a 









34 


Type minutes or reports of meetings 


X 


X 


X 


X 


X 


X 


X 


X 


X 


32 


Type on printed personnel forms 


X 


X 


X 


X 


X 


X 


X 


X 


X 




Type on printed purchase requisitions 


X 


X 


X 


X 


X 


X 


X 


X 


X 


oU 


Type carbon copies 


X 


X 


X 


X 


X 




X 


• 




69 


Type and/or rule tabular material 

(tables, c-olumns. rows of figures) 




X 


X 


X 


X 




X 






oO 


Compose copy at the t3'pewriter 


X 


X 


X 


X 


X 


• 


X 




• 


55 


Type letters 


X 


X 


X 


X 


X 




X 


• 




47 


Type statistical material 


X 


X 


X 


X 


X 




X 


• 




33 


Type and correct spirit master?; 
(e.g.. Ditto masters) 


X 


X 




X 


X 




X 


X 




31 


Type and correct stencils (Mimeograph 
process) 


X 


X 




X 


X 




X 


X 




69 


Type final copy from rough-draft copy 


X 


X 


. 


X 


X 




X 


. 




64 


Type copy from unarranged copy 


X 


X 


X 


X 


X 




• 


• 




61 


Type cor^^espondence, memos, and 
reports from rough drafts 


X 


X 


• 


X 


X 




X 


• 




33 


Type legal papers and forms 


X 


X 


• 


X 


X 




X 


• 




32 


Take dictation at the typewriter 


X 


X 




. 


• 




X 


• 





(type dictation as employer dictates) 
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TABLE XX 

TASKS PERrORMED IN SELECTED OFFICE OCCUPATIONS 



OCaTATIONS 





TASKS 


u 




4J 




















CO 


u 




u 








Percent of 


(arranged in descending order of 




U 


c 














respondents 


occupations performing task) 


U 


Q> 
U 


0 








U 






performing 




Ji 
o 


o 


4J 

o- 














tasks 


Dictation and Transcription 


c 

0) 




o 

u 


o 


u 

V 












to 




<u 
a: 






"0 







33 Transcribe machine-recorded dictation 
of letters and attachments 

32 Transcribe machine-recorded dictation 
for memos 

?1 Transcribe machine-recorded dictation 
for rough drafts 

30 Transcribe machine-recorded dictation 
for reports 

55 Take dictation in shorthand and 

transcribe letters and attachments 

54 Take dictation in shorthand and 
transcribe memos ai. ' reports 

52 Take dictation in shorthand and 
transcribe rough drafts 

32 Write shorthand (any system) 



X X X X X 



X X X X X 



X X 



X X 



X X 



X X 



X 
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TABLE XXI 

T.^SKS PhlRFORMED IN SELECTED OFFICE OCCUPATIONS 

OCCUPATIONS 

TASKS 

T'crrcr. t cf .arranged in descending order of 
resrorcierts occupations performing task) 

tfis^ks Clerical Duties 



1 1 


I sing telephone directory 


X 


X 


X 


X 


X 


X 


X 


X 


X 




Lse dictionary 


X 


X 


X 


X 


X 


X 


X 


X 


X 




Lc ok up names and addresses 


X 


X 


X 


X 


X 


X 


X 


X 


X 


"•I 


Arrar.ge papers and articles on /or in 
your ovm and/or your supervisor's 
destc 


X 


X 


X 


X 


X 


X 


X 


X 


X 




Straighten up office 


V 
A 


X 


V 
A 


V 
A 


V 
A 


X 


X 


X 


X 




ju&t omce 


V 
A 


V 
A 


V 
A 


V 
A 


V 
A 


X 


X 


V 
A 


X 




wOok ever notes and memos for the day 


V 
A 


V 
A 


V 
A 


V 
A 


V 
A 


X 


X 


X 


X 




Jneck on supplies (for re-ordering 
P urposes ) 


X 


X 


X 


X 


X 


X 


X 


X 


X 




Hake notes for the next day's work 


X 


X 


X 


X 


X 


X 


X 


X 


X 




Assemble and staple duplicated 
material 


X 


X 


X 


X 


X 


X 


X 


X 


X 




J^ange calendar daily 


X 


X 


X 


X 


X 


X 


X 


X 


X 


^^ 


F:jn errands 


X 


X 


X 


X 


X 


X 


X 


X 


X 




l£^e company manuals 


X 


X 


X 


X 


X 


X 


X 


X 


X 


^ * 


Send out notices of any type 


X 


X 


X 


X 


X 


X 


X 


X 


X 




Ise office manuals 


X 


X 


X 


X 


X 


X 


X 


X 


X 




Compare copy (one copy with another 

cory ) 


X 


X 


X 


X 


X 


X 


X 


X 


X 


^^ 


Irctect valuable and confidential 


X 


X 


X 


X 


X 


X 


X 


X 


X 



material 
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TABLE XXI (continued) 



OCCUPATIONS 



Percent of 
respondents 
performing 
tasks 



TASKS 

(arranged In descending order of 
occupations performing task) 

Clerical Duties 



u 


& 


4J 




iJ 




• 


• 








en 


M 


in 


M 








0) 


•H 


0) 


c 


0) 


a 


4J 


c 


iH 


D. 


fH 


CI 


D. 




0) 


o 




>s 


U 


u 


O 


u 


u 


•H 




H 




H 




00 


u 




• 




f-^ 




• 


0 




D. 




^ 




• 




c 


CO 


0) 










U 






U 


o 






U 


(0 


u 




0) 


rH 




id 




V3 

















58 Keep desks equipped with office supplies X 
(sharpened pencils^ ink in pens, 
etc.) 

56 Compile periodic reports x 

56 Use U.S. Zip Code Directory X 

55 Change dates on rubber stamps or X 
time stamp machine dally 

55 Get information from various X 
departments needed for correspondence 



X 

X 
X 



X 

X 
X 



X 

X 
X 



X 

X 
X 



X 

X 
X 



X 

X 
X 



X 

X 
X 



u 

0> 



X 

X 
X 



52 


Prepares requisitions 


X 


X 


X 


X 


X 


X 


X 


X 


X 


51 


Use City Directory 


X 


X 


X 


X 


X 


X 


X 


X 


X 


50 


Distribute supplies 


X 


X 


X 


X 


X 


X 


X 


X 


X 


49 


Count Itejis 


X 


X 


X 


X 


X 


X 


X 


X 


X 


49 


Inspect material received for 
completeness, damages, etc. 


X 


X 


X 


X 


X 


X 


X 


X 


X 


47 


Use other reference books or manuals 
not listed here 


X 


X 


X 


X 


X 


X 


X 


X 


X 


44 


Make change 


X 


X 


X 


X 


X 


X 


X 


X 


X 


42 


Use maps 


X 


X 


X 


X 


X 


X 


X 


X 


X 


40 


Post notices — update bulletin board 


X 


X 


X 


X 


X 


X 


X 


X 


X 


39 


Check money orders, checks, etc., as 

to amounts, dates, signatures, etc. 


X 


X 


X 


X 


X 


X 


X 


X 


X 


38 


Take Inventory 


X 


X 


X 


X 


X 


X 


X 


X 


X 


37 


Dust employer's desk and keep 
employer's desk neat 


X 


X 


X 


X 


X 


X 


X 


X 


X 


37 


Get quotations on supplies (from 


X 


X 


X 


X 


X 


X 


X 


X 


X 



supplier) 
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TABIE XXI (continued) 



OCCUPATIONS 



Percent of 
respondents 
performing 
tasks 



Tasks 

^ar -anged in de* cen.' Ing order of 
occupations p< xfo Ang task) 

Cleric. 1 sies 



u 








u 




• 


• 


15 




M 




M 


W 






u 






«tj 


•H 


0) 








0) 


01 


a 


iJ 


a 


fH 


a 


r ( 






rH 


to 


0) 


o 


U 






M 


o 


U 


M 








H 










CO 


u 




• 








• 


01 


o 


0) 


a. 




^ 


•H 


• 




rH 


c 




0) 




M 


rj 




u 


f-l 


0) 




V 


o 


0) 




u 


na 












rH 




(0 




C/5 




5 




U 




as 







37 


Tse secretarial han-'')ook 


X 




X 


X 


X 


X 


X 


X 


X 


35 


Reccrd daily at ten? rce 


X 




X 


X 


X 


X 


X 


X 


X 


35 


Review tickler file 


X 


X 


X 


X 


X 


X 


X 


X 


X 


35 


Rc;ute shipments o.: aterials (within 
office, betwe * departments, etc.) 


X 


X 


X 


X 


X 


X 


X 


X 


X 


34 


Use technical manuals 




X 


X 


X 


X 


X 


X 


X 


X 


31 


Use U.S. Postal Manual (postage rates, 
types of mail) 




X 


X 


X 


X 


X 


X 


X 


X 


30 


Arrange physical layout of office, 


'A 


X 


X 


X 


X 


X 


X 


X 


X 



pictures, furniture, draperies, 
etc« 

43 Process routine forms and requests 

41 Gather data to fill out questionnaires 

35 Updates office manual or instruction 
book for employees 

65 Order supplies of various kinds for 
the office (from suppliers or 
central supply department) 

54 Select or order typewriting supplies 
and equipment (ribbons, erasers, 
etc. 

50 Select or order proper typewriting 
paper and carbon paper 

34 Order and distribute supplies 



X X X X X 

X X X X X 

X X X X X 

X X . X . 

X X . X . 

X X . X . 

X X . X . 
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TABLE XXII 



TASKS PERFORMED IN SELECTLD OFFICE OCCUPATIONS 



OCCUPATIONS 





TASKS 










4J 




* 










Q) 


ro 








V) 


C 




Percent of 


(arranged in descending order of 


JT 
Pu 




C 




H 




c 


Ope 


01 


respondents 


occupations performing task) 


«0 
l-i 




O 


u 


O 


H 


u 


performing 




to 
o 






• 




rH 


• 


• 


01 


tasks 


HuT' ^n Relations 


Sten 


t/3 


a 
u 


O 


Cler 


«a 


Mach 


Mac 


•H 

lM4 



88 Pi-an work and decide on priority of 
work for one's self 

50 Coordinate with other personnel on 
various matters for employer 

47 Collect money from office employees 

for various purposes 

AO Direct servicemen on service calls 

30 Counteract false reports which spread 
in organizations 

30 Notify anc remind employees of 
imiriudiately pending meeting 

43 Screen visitors or people who want to 
see your employer 

78 Direct people to proper offices and 
act as a guide for visitors 

72 Hear and answer customer complaints 

70 Greet callers 

67 Make employer and client introductions 

53 Remind employer of engagements, dates, 
things to do, etc. 

48 Arrange reception room and serve coffee 

or refreshments to employer, 
employees, and guests 



X 
X 



X 
X 



X 
X 
X 
X 
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X 
X 
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OCCUPATIONS 



Percent of 
respondents 
performing 
tasks 



(arranged in descending order zt 
occupations performing task) 

Hut. an Reiaticns 



39 Receive callers 

44 Plan for and distribute vcrL anong 

other employees and fcllov up cn 
unfinished work 

31 Manage office and super^'ise other 
employees 
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TABLE mil 

TASKS PERFORMED IN SELECTED OFFICE OCCUPATIONS 



OCCUPATIONS 



Percent of 
respondents 
performing 
tasks 



TASKS 

(arranged in descending order of 
occupations performing task) 

Mailing 
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Address, fold, insert, and seal letters 


X 


X 


X 


X 


X 


X 


X 


< 


72 


Take mail to mail room or mail box 


X 


X 


X 


X 


X 


X 


X 


'J 


55 


Prepare and process outgoing mail 


X 


X 


X 


X 


X 


X 


X 


X 


40 


Prepare daily bulk mailings (includes 
stuffing, sorting, bundling, and/or 
labeling outgoing bulk mail) 


X 


X 


X 


X 


X 


X 


X 


X 


40 


Weigh items and calculate postal rates 
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Open incoming mail 
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X 
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64 


Forward mail 
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X 


X 


X 
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X 


55 


Pick up incoming and outgoing mail 


X 


X 


X 


X 


X 


X 


• 


X 


52 


Use special mail services 


X 


.< 


X 


X 


X 


X 


X 


• 


38 


Purchase postage 


X 
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X 


X 


X 


X 


• 


65 


Sort mail (for different persons and/or 
in priority order) 


X 


X 


X 


X 


X 


X 
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70 


Read incoming mail 


X 


X 


X 


X 


X 
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48 


Read outgoing mail to check up on 
information, etc. 
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Sign boss' mail (his signature) 
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TADLE XXIV 



TASKS PERFORMED IN SELECTED OFFICE OCCUPATIONS 



OCCUPATIONS 



Percent of 
respondents 
performing 
tasks 



TASKS 

(arranged in descending order of 
occupations performing task) 

Communications 
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87 
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84 

68 

62 

54 
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Use telephone directory X 

Place outgoing telephone calls X 

Give information in response to X 
verbal inquiries 

Carry out written or oral orders of X 
Instructions of superiors 

Maintain proper records of telephone X 
communication 

Give directions for work to be done X 
by co-workers 

Make recommendations for improvement^ X 
in office procedures, routines, e:.*.. 

Instruct new employees (work procedures, X 
job orientation, etc.) 



X 
X 
X 



X 
X 
X 



X 
X 
X 



50 


Compose business reports of any kind 


X 


X 


X 


X 


49 


Compose written directions to co-workers 


X 


X 


X 


X 


43 


Handle Incoming telephone calls 


X 


X 


X 


X 


45 


Send and receive telegrams and/or 


X 


X 


X 


X 




cablegrams 










45 


Make engagements and appointments for 


X 


X 


X 


X 




employer 










74 


Compose all types of written 


X 
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X 
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TABLE XXV 

TASKS PERFORMED IN' SELECTED OFFICE OCCUPATIONS 



OCCUPATIONS 
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Percent of 
respondents 
performing 
tasks 



TASKS 

(arranged in descending order of 
occupations performing task) 

Office Machines and Equ i pment 
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Operate typewriter (manual and electric) 


X 


X 


X 


X 
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62 


Operate small manual office eqsaipment 


X 


X 


X 


X 


X 


X 


X 


X 


X 


50 


Operate copyiug machines 


X 


X 


X 


X 


X 


• 


X 


X 


X 


31 


Clean and maintain office equipment 
other than typewriter 


X 


X 


• 


X 


X 


X 


X 


X 


• 


70 


Operate lO-key adding machine 


X 


X 


X 


X 


X 


• 


• 


X 


• 


61 


Operate calculators 


X 


X 


X 


X 


X 
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X 


• 


39 


Operate rotary calculators 
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TABLE XXVI 



TASKS PERFORMED IN SELECTED OFf ICE OCCUPATIONS 



OCCUPATIONS 



TASKS 

Percent of (arranged in f'ascending order of 
respondents occupations performing task) 
performing 

tasks Records Mai-.agement 
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90 


Locate, remove, and check out materials 
from files 


X 


X 


X 


X 


X 


X 


*% 


X 


X 


84 


Sort materials for filing 


X 


X 


X 


X 


X 


X 


X 


X 


X 


"7 


Make folders and folder labels for files 


X 


X 


X 


X 


X 


X 


X 


X 


X 


75 


Search for lost materials 


X 


X 


X 


X 


X 


X 


X 


X 


X 


71 


File materials by name of person 
(alphabetical) 


X 


X 


X 


X 


X 


X 


X 


X 


X 


68 


Revise files 


V 
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X 


X 


X 


X 


X 


X 


X 


65 


File materials by subject 


X 


X 


X 


X 


X 


X 


X 


X 


X 


64 


File materials by number 


X 
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X 


X 


X 


X 


X 


61 


Keep card indexes 


X 


X 


X 


X 


X 


X 


X 


X 


X 
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Dispose of records 


X 


X 


X 


X 


X 


X 


X 


X 


X 


53 


File materials by chronological order 


X 


X 


X 


X 


X 


X 


X 


X 


X 


50 


Handle cross references 


X 


X 


X 


X 


X 


X 


X 


X 


X 


49 


Keep tickler or follow-up files 


X 


X 


X 


X 


X 


X 


X 


X 


X 


47 


File materials by geographical location 


X 


X 


X 


X 


X 


X 


X 


X 


X 


43 


Follow up released material 


X 


X 


X 


X 


X 


X 


X 


X 


X 
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Assign file numbers 
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Transfer records to inactive files 
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TABLE XXVI (continued) 



OCCUPATIONS 
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Percent of 
responderts 
performing 
tasks 



TASKS 

(arranged in descending order of 
occupations performing task) 

Records Management 



61 
53 

53 

30 



Handle classified or confidential files X X 

Control and manage filing system X X 

Select and/or order filing equipment X X 
and supplies 

Install filing system X X 



X 
X 
X 



ERJC 



125 

TABLE mil 



TASKS PERFORMED IN SELECTED OFFICE OCCUPATIONS 



OCCUPATIONS 



TASKS 

Percent of (arranged in descending order of 
respondents occupations performing task) 
performing 

tasks Computation and Financial 

Recordkeeping 
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Use addition 


X 


X 


X 


X 


X 


X 


X 
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X 


93 


Use subtraction 


X 


X 


X 


X 


X 


X 


X 


X 


X 


89 


Use multiplication 


X 


X 


X 


X 


X 


X 


X 


X 


X 


87 


Use division 


X 


X 


X 


X 


X 


X 


X 


X 


X 


77 


Use decimals 


X 


X 


X 


X 


X 


X 


X 


X 


X 


68 


Use fractions 


X 


X 


X 


X 


X 


X 


X 


X 


X 


57 


Convert decimals to fractions 
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Convert fractions to decimals 
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Keep books and/or ledgers for any 
puri'ose 
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Compute percentage problems 


X 


X 
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42 


Check bills and/or invoices (verify 
extensions, etc.) 


X 


X 


X 


X 


X 
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Compute sales taxes 


X 


X 
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Write receipts 


X 


X 
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• 




40 


Keep current files of invoices and 
purchase orders 


X 


X 
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X 


• 


• 
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Deposit checks and/or cash in bank or 
cashier's office 
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X 
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Write checks 
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Cash checks 
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